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BUSINESS METHODS IN THE WAR DEPARTMENT. 



LETTER OF TRANSMITTAL. 

War Department, 
Washington Ciiy^ January 23, 1889. 

Sir : I have the honor to acknowledge the receipt of your letter of the 11th instant, 
requesting that if the board on business methods of this Department has performed 
its work in whole or in part, the Senate Select Committee to Inquire into the Methods 
of Business in the Executive Departments, etc., of which you are chairman, be fur- 
nished at the earliest convenience with a full and detailed statement in regard to the 
organization of the board and their labors, and what changes have been made or rec- 
ommended, and the action had thereon, etc., for further consideration either by the 
committee or by Congress. 

In response, I inclose a copy of the report of the board on business methods^ dated 
the 2l8t instant, and the accompanying appendices. 

The first appendix treats of the subject of " Requests for requisitions on settlement 
certificates." The board recommended that the custom of issuing letters of request 
upon settlement certificates by the Bureau officers be discontinued, and that the cer- 
tificates be returned with an indorsement, which may be stamped upon the back of 
the certificate, showing that it has been ''noted," with the name of the office and 
date ; and that should objections exist to the certificate under section 191, Revised 
Statutes, they should be stated in the indorsement. 

In pursuance of said recommendation, on the 19th of April last I issued the follow- 
ing circular : 

''Hereafter the custom of issuing 'requests' by the chiefs of Bureaus of this De- 
partment for requisition upon Treasury settlement certificates in cases where no 
objection to payment is known, will be discontinued, and said certificates will hh 
returned to the Secretary of War by indorsement, which may be written or stamped 
upon the same, showing that it has been noted. If objections are known, they 
should be indorsed upon the certificate for the action of the Secretary of War, under 
section 191 of the Revised Statutes." 

Appendix 2 treats of the " Rules and regulations of the War Department." The 
proposed rules were referred to the board, and, after consideration of the laws and 
rules in force in the War and other Executive Departments, certaiR amendments were 
saggested and the present rules and regulations, in which were incorporated the 
amendments referred to, were promulgated June 4, 1888. 

Appendix 3 treats of "Certificates of deposit." With the view of obviating the 
duplication of work and delay tn the disposition of this class of business, and of ex- 
pediting and simplifying the methods of business in connection with certificates of 
deposit, the board made certain recommendations which I communicated to the 
Secretary of the Treasury by letter of June 14, 1888, and having, substantially, re- 
ceived his approval, were, with slight modification, adopted, and were promulgated 
by circular of this Depaitment dated June 21, 1888, and orders dated respectively 
June 18 and July 11, 1&88. 

Appendix 4 treats of "Army paymasters' collections." The board, after reviewing 
the method of business in relation to this subject, suggested that duplication of 
work, records, etc., could be obviated by the Paymaster-General designating on the 
certificate of deposit all the appropriations to which the funds belong. The views of 
the board met with my concurrence, and on June 22, 1888, 1 issued the following 
directions : 

"Respectfully returned to the Paymaster- General, who will take the same action 
in cases of credits for all other appropriations as is now done on account of clothing 
a.nd ordnance stores. 

"The proposed change will obviate the long and, in the opinion of the Secretary 
of War, entirely unnecessary routine stated in the accompanying memorandum." 
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Appendix 5 treats of the subject of " Card-index record of rolls of volnnteez 
army." The report of the board upon this subject contains a comprehensiye descri^ 
tion of the card-index system, points ont many advantages which the system i» 
belieyed to possess, and presents various recommendations respecting the application 
of the system to rolls and records in the office of the Adjutant-General. 

After careful consideration of the subject I deemed it judicious that the merits of 
the system should be practically tested, and with that object in view I, on January 
18, instant, issued an order as follows : 

"Having carefully considered the report of the board on the ' Card-index records of 
the rolls of the late volunteer force,' and theremarksof the Adjutant-General thereon, 
I am of opinion that a practical test of the value of the system, which has been com- 
menced, can only be made by printing and distributing to the proper officers the 
card index of the muster-rolls of one regiment. 

"It is therefore ordered that the card index of the rolls of the One hundred and 
sixty-fourth New York Volunteers be printed, and to facilitate search that the carda 
of said regiment be arranged in one alphabetical list, fiequisition will accordingly 
be made upon the Public Printer for not less than 300 copies of the work. The printed 
volume to contain a statement on the title page that it is a transcript of the muster- 
rolls only. 

** When printed the book will at once be distributed to all officers of the Govern- 
ment who need a copy in the performance of their duties. Each officer to whom one 
or more copies may be sent will be requested to report as early as possible whether 
the book is of value in the dispatch oi public business. 

"This win enable the Department to report to Congress definite information as to 
the cost and value of the work." 

Appendix 6 treats of the subject of "Credit requisitions." On July 21, 1888, the 
Secretary of the Treasury communicated to me certain recommendations which had 
been submitted by the Treasury commission (on business methods), one of which wa» 
that the War Department and the Interior Department be requested to make out 
their own credit requisitions from the lists sent to them from the book-keeper's divis- 
ion of the Third Auditor's office, instead of their being made out in that division, a» 
had been the practice. The subject was referred to the board, who, having considered 
the same, made recommendations which not only contemplated the devolving upon 
this Department of the work properly belonging to it which hitherto had been per- 
formed in the office of tne Third Auditor, but included also the consolidation of cer- 
tain blank forms then in use by which the work incident to this class of business 
would be much simplified and lessened. 

On August 9, 1888, 1 communicated these recommendations to the Secretary of the 
Treasury, whose concurrence therein was necessary in order to carry them fully into 
effect, and pending his reply I, /on August 9, 1888, issued the following circular: 

" In order to simplify the business of this Department, reduce the possibility of 
error, and avoid the duplication of papers containing practically the same informa- 
tion, the Secretary of War directs that the practice in the different Bureaus of writ- 
ing a separate ' request, ' upon which to base an accountable requisition, be discon- 
tinued, and that in place thereof the accountable reqisition heretofore made in the 
division of requisitions and accounts. Secretary's office, upon such request, be here- 
after prepared in the proper Bureau for the signature of the Secretary of War ; and 

that a note, viz : * Requested by ,'^signed by the head of the Bureau, be 

written on the margin of such requisition as indicated on the accompanying form.' 

Appendix 7 treats of the subject fiequisitions on Public Printer. By an order of 
the War Department of March 28, 1864, the heads of Bureaus were required to make 
requisitions in duplicate for printing and binding. In the opinion of the board the 
concentration of the Bureaus in the War Department Building obviated the necessity 
for the continuance of this practice, and they recommended that it be discontinued. 
Accordingly I, on September 11, 1888, issued a circular as follows : 

"All the Bureaus of the War Department, with one exception, being now located 
in the War Department Building, it is no longer necessary that duplicates of requisi- 
tions on the Public Printer for printing and binding be prepared ; and hereafter only 
one copy of such requisitions need be sent to the office of the Secretary of War, divis- 
ion of requisitions and accounts, a press copy of the requisition to be retained in the 
office or bureau in which it was made, for reference therein." 

Appendix 8 treats of the subject "Administration." A proposed circular prescribing 
the action to be taken upon the different classes of letters and papers received at the 
War Department or any of its Bureaus, having been referred to the board, they re- 
ported that such a circular would undoubtedly simplify and hasten the transaction 
of business ; but with a view of making it more complete and to more certainly ac- 
complish the object desired, they recommended that it be referred to each chief of 
Bureau for his views and for such amendments as in his opinion should be made to 
it in order to simplify and hasten the work of the Department and do away with 
unnecessary routine, etc. On January 15, instant, I referred a copy of the circular to 



the heads of the several Bareaus, with request for their views, amendmeDts, etc., as 
recommended by the board, and when replies shall have been received the circular, em- 
bodying such suggested amendments as may be deemed of value, will be formally 
promulgated. 

Appendix 9 treats of messenger service. The report of the board upon this sub- 
ject points out the unnecessary delays in the transaction of current business, inci- 
dent to the mannerin which papers are transferred from one room to another for action 
thereon, and in the delivery of papers between the Bureaus and the office of the Sec- 
retary of War; and presents recommendations designed to obviate such delays and 
thereby effect a more expeditious dispatch of business. The use of reversible mail 
cards, containing printed addresses, in place of envelopes, in the transmission of 
papers from one room to another was also recommended as beinff a simpler and more 
expeditious manner of transmitting papers intended to go only fiomroom to room by 
messenger service. These recommendations were formulated into orders and issued 
January 18, instant, as follows: 

* *■ In order to secure frequent and prompt delivery of official papers between the rooms 
or sections of a Bureau, the chief of each ^nreau in which the business transacted will 
warrant such action is hereby directed to assign an assistant messenger or laborer to 
the duty of regularly collecting and delivering official papers ; collections and deliv- 
oTies to be punctually made by the designated carrier at all the delivery baskets or 
boxes in a Bureau every half hour, viz, 8.45, 9.15, 9.45, 10.15, 10.45, 11.15, 11.45 a. m., 
12.30, 1.00, 1.30, 2.00, 2.30, 3.00, and 3.30 p. m., the carrier calling at each mall-basket 
twice each trip, once goin^ and once returning, so as to insure the transmission of 
completed papers in eitner direction throughout the Bureau each half hour. 

** Similar half-hourly collections and delivery of papers will be made between the 
several Bureaus and the office of the Secretary by an assistant messenger or laborer, 
to be designated by the Chief Clerk of the Department ; the hours of delivery being 
9.00, 9.30, 10.00, 10.30, 11.00, 11.30 a. m, 12. m., 12.45, 1.15, 1.45, 2.15, 2.45 ,3.15, and 3.45 
p. m. 

" In order that the fullest benefit may be derived from this method of communica- 
tion chiefs of Bureaus will require that all papers delivered be immediately taken up 
and placed in the hands of clerks engaged upon the work pertaining thereto j and 
that every paper that has been acted upon in one room and which requires action in 
another be placed in the delivery-box before or at the time of the next collection. 
Oases which require immediate action will of course be delivered at once. The half- 
hourly delivery applies to cases which have been moved at longer intervals. 

'* fieversible mail cards or jackets plainly addressed will be used for the protection 
;ftnd safe transmission of papers wherever their shape or size will permit. The ad- 
dress of the room or division from which sent to be in red ink on the inside of both 
folds, and of the room or division to which sent in black ink on the outside of both 
folds. 

'^ In order to allow time for the preparation of the necessary mail cards, this order 
will be carried into effect on the 1st of February next. 

" In the meantime estimates of the number and sizes of cards will be made by each 
bureau." 

In this connection, and as an illustration of the results which follow efficient ad- 
ministration and the application of practical business methods to the routine work 
of a public office, your attention is invited to the record and pension division of the 
Surgeon-GeneraVs Office, and the work performed therein during the last two years. 
As stated in my annual report for 1887, the work of this division — 

** Had so far fallen in arrears that 9,511 unanswered calls for information relative 
to pension and other claims had accumulated in the office on December 13, 1886. 
Prior to that date a large number of cases were subjected to a delay of two and one- 
half and three months, and often for a longer period. 

" This state of affairs had been brought about by a combination of causes, the most 
important of which were defective methods of work, laxity of discipline, indifference 
and lack of interest on the part of some of the clerks, many of whom were inatten- 
tive to duty, inefficient, physically or mentally disabled* or otherwise incompetent. 
A belief seemed to pervade the whole office that no improvement in the old system 
was either desirable or possible, and that any change made in it must necessarily be 
for the worse. To such an extent was this carried that the two principal officers 
responsible for this division were of opinion that, for efficient and constant work, it 
was necessary to have from two to ten thousand cases always on hand. 

*' Repeated efforts by the Department to secure greater expedition having failed, it 
was deemed necessary to relieve the chief of the division and detail another officer 
m his place, which was done early in December ; other changes were also made in the 
Bureau. In less than three months thereafter the great arrearage which existed was 
entirely reduced. The methods of work were changed, at once increasing its volume 
without diminishing its accuracy; the discipline of the force was improved; thirty 



disabled clerks, who for various reasons were entitled to consideration, were assigned 
to snch duties as they could efficiently perform with comfort to themselves; twentv 
worthless clerks were discharged, and it is now generally understood that the work 
of the office is of the first importance, to which personal preference and convenience 
mast yield, and it has been clearly demonstrated that a large number of cases on 
hand is not essential to the efficient and economical employment of the clerks encased 
on pension work. At the close of the fiscal year it was reported by the new chief of 
this division (Dr. Ainsworth) that any call for information from the records of the 
Surgeon-General's Office relative to pension claims could be answered in from one to 
three days from the date of its receipt." 

Not only was all this accomplished without increase in the clerical force of the 
division, but it was soon found that the changes which had been made in the method 
of work and discipline of the division rendered it possible to keep up the current 
work, and at the same time to assisn a portion of the force to the preparation of a 
eystem of index record cards, which would simplify and greatly diminish the future 
work of the office. In this system the medical history of each soldier as it appears 
on the hospital register is written on a separate card containing a suitable printed 
form. The cards are assorted by re^imentft, then arranged alphabetically by name 
within the regiment, so that when all the registers shall nave been copied, the cards 
showing the medical history of a soldier, who may have been treated in any number 
of hospitals and in any part of the country, will by this arrangement all fall together 
automatically, and his whole medical history can be found by simply turning to the 
proper letter of the alphabet in the file box containing the cards of his regiment. 

The advantages of this system of index-record car£ are summed up in my last an- 
nual report (1868) as follows : 

'*They answer all the purposes of a copy or duplication of the valuable records, 
which, from constant handling, have been fast going to destruction ; their alphabet- 
ical arrangement in order of surnames under each regiment will obviate tedious, and 
in some cases unsuccessful, search of the original records ; a soldier's medical history 
can be readily furnished in cases where it is impossible to obtain any data upon which 
to search other than his name or military organization ; and, finally, should it be de- 
sired to print the hospital records, the index-cards, which contain everything re- 
corded in the registers, are in the best possible form to send to the printer." 

Work was commenced on this system in April, 1887, and has been pushed as rapidly 
as possible since. At first but £^ few clerks were available for this duty, but the num- 
ber so employed has steadily increased as the other work of the division has been 
lessened by the use of the constantly expanding card files, and the adoption of simpler 
and more expeditious methods of business, until of the 280 clerks allowed by law to 
this division, which number two years ago was found insufficient to keep the current 
work of the office nearer than two or three months from date, now 166 are constantly 
employed in the preparation of record cards, while with the remainder it is found easy 
to answer all calls upon the division in from one to three days from the date of their 
receipt. Over three and one-half millions of cards have already been made and it is 
believed that within the next fiscal year this great work will be practically completed, 
including the regimental hospital records now filed in the Adjutant-General office, 
which in a short time must be transferred to the Surgeon-General's Office to be card- 
indexed, and thus complete the entire medical history of the soldiers of the late war, 

Appendix 10 treats of the Supply division. The board describes the manner in 
which the stationery and miscellaneous supplies required for the use of the Depart- 
ment have been procured both prior and subsequent to 1882, at which last named 
date the method was changed, and give a statement of the reasons which, in July, 
1884, led to the placing of the business of the supply division in the charge of a bonded 
officer of the Quartermaster's Department of the Army. They also explain wherein 
the placing of the business in the charge of an officer failed to accomplish the object 
in view and, as the officer in charge will go upon the retired list this year, they 
recommend that the supply division be placed in charge of a clerk in'the Secretary's 
office, who should be required to give bonds. They invite attention to the salaries of 
like positions in some of the other Executive Departments, and suggest that the salary 
of the chief of the supply division should equal that of the chief of the stationery di- 
vision of the Treasury Department, which is $2,500 per annum. The recommenda- 
tions and su£:ge8tions met with my concurrence, and I gave them eifect, so far.as it 
was within my power to do so, by issuing orders on January 19th instant, as follows: 

**Capt. Charles H. Hoyt, assiHtant quartermaster, U. S. Army, is hereby relieved 
from duty in charge of the supply division of this Department, and will report to 
the Quartermaster-General. 

" Mr. M. R. Thorp, chief clerk of the supply division, is assigned to the charge of 
the supply division. He will give bond in the snm of $10,000 for the faithful per- 
formance of his duties and will enter upon his duties alter his bond is approved by 
the Secretary of War. 



'' He will purchase, issne, and aocount tor all supplies and property in accordance 
with the regulations contained in the circulars of July 21, 1884, and February 19, 
1885, except that portion of the regulations mentioned which requires supplies to be 
purchased, issued, and accounted for in accordance with the regulations prescribed 
for the Quartermaster's Department of the Army and the property returns of the offi- 
cer in charge to be examined in the office of the Quartermaster-General, in lieu of 
which requirements the books and accounts of the supply division will be hereafter 
inspected and reported upon by an^ officer of the inspector-general's department in 
accordance with the regulations governing that department.^ 

Appendix 11 treats of the subject, "Danv reports of work." The board quote in 
their report sections 173, 174, and 175 of the Kevised Statutes of the United States, 
enjoining upon chief clerks in the several Departments and Bureaus, and other offices 
connected with the Departments, certain duties relating to the performance of the 
duties of the other clerks therein, and quote also a letter upon the subject addressed 
by the President to the Secretary of War April 11, 1845, and a circular issued there- 
upon by the latter on April 25, 1845. It appearing that the monthly reports of chief 
clerks required by section 174 of the Revised Statutes had not been made in writing 
since December, 1851, I, on April 23, 1887, issued a circular to the heads of Bureaus 
of the Department, enjoining a ptrict compliance with the requirements of sections 
173, 174, and 175 of the Revised Statutes, and directing them to require each clerk in 
their respective offices to make a daily report of his (or her) attendance, and of the 
amount and character of work performed, and to require the respective chief clerks 
to submit to them a monthly report, compiled from the daily reports, showing the 
attendance of the clerks, the business transacted in the office during the month, the 
amount remaining on hand to be disposed of, etc. 

The reports thus required have since been regularly made, but in the opinion of the 
board, based upon reports from some of the bureaus and an examination of the forms 
used, the circular of April 23, 1887, has been too literally construed, and that in con- 
sequence thereof labor and time have been consumed in reporting details of work, 
without corresponding beneficial results. The board therefore recommended the 
rescission of the above-mentioned circular, with other recommendations which I ap- 
proved and issued in the form of a circular, dated January 21st instant, as follows : 

•* The circular of April 23, 1887, which requires reports to be made of work per- 
formed in the several bureaus of the Department, is hereby rescinded. 

"Chiefs of bureaus are authorized to exercise their discretion in the matter of re- 
ports of work performed in their respective bureaus, having in view the duties re- 
quired to be performed by chief clerks under sections 173 and 174 of the Revised 
Statutes.'' 

The report of the board on the subject of " Correspondence," Appendix 12, is still 
under consideration, and will be transmitted in a few days. 

The board in their report refer to unavoidable interruptions which retarded to some 
extent the progress of their labors, and, in closing, advance certain suggestions relat- 
ing to the organization of the civilian force of the Department. They refer to the 
Inadequacy of the salaries of employes in this Department, and to the propriety of a 
re-adjustment so as to equalize the salaries in the War Department with those in the 
Treasury Department. I invite attention to their remarks upon this general subject 
and to the views therein presented, in which I heartily concur. 

It is but simple justice that employes charged with important and responsible du- 
ties, requiring in many cases professional and technical qualifications, should be paid 
salaries commensurate with the value of their services. The chief clerk of the De- 
partment and the chiefs of divisions in the office of the Secretary of War, as also 
those occupying corresponding positions in the several bnreaas, should be paid 
higher salaries than they now receive, and a reasonable number of the higher grade 
clerkships (class 4) additional to those now existing should be authorized, so as to 
provide for the promotion of a corresponding number of clerks of the lower grades 
who by reason of faithful and efficient service are entitled to ail increase of salaries. 

I also invite attention to that portion of the report which speaks of the necessity 
for another stenographer in the office of the Secretary. The reasons advanced why 
an additional stenographer should be allowed this office are so conclusive, and the 
economy that would result therefrom is so plainly shown, that I deem it unnecessary 
to say more than that I fully concur in the views of the board upon this subject. 

The necessity for an Assistant Secretary of War, for the performance of a portion 
of the excessive duties which now devolve upon the Secretary, is becoming more and 
more imperative, and I shall feel gratified if through your committee these subjects 
are brought to tne attention of Congress. 

In transmitting the report of the ooard, I should feel that I had neglected a duty 
did I fail to make acknowledgment of the very efficient manner in which the members 
have discharged the responsible and delicate duties with which they were charged. 
Their report, which embraces a variety of subjects, shows that their examinations 
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into the methods of business took a wide range, extending; to the minute details of 
every class of business coming under their consideration, and bears evidence of ardu- 
ous labor well performed. They have pointed the way to many reforms in the busi- 
ness methods which will prove of enduring benefit to the j^ublic service, and I regret 
that I can not do more than record my appreciation of their valuable labors. 
Very respectfiUly, your obedient servant, 

William C. Endicott, 

Secretary of War, 

Hon. F. M. COCKRELL, 

Chairman of Senate Select Committee to Examine the 

Methode of CondMcting Bueinees in the Executive D^ariments, 



REPORT OF THE BOARD. 



War Department, 
Board on Business Methods, 

January 21, 1889. 

The board on business methods has the honor to submit the following report. 
The board was appointed by the following order : 

War Department, 
Washington City, March 22, 1888. 
Orders: 

A board to consist of John Tweedale, chief clerk. War Department ; L. W. Tolman, 
chief of the division of requisitions and accounts, office of the Secretary of War, and 
Jacob Freeh, clerk class 4, Surgeon-General's- Office, is hereby appointed to meet on 
the 24th day of March, 1888, and, after proper examination, to consider and report a 
practical plan for the more simple, speedy, and efficient transaction of the public busi- 
ness of the War Department and its bureaus. It is desirable that such business shall 
be finally disposed of with the greatest possible degree of correctness and promptness, 
with the least possible labor in briefing, notating, and copying, and with the smallest 
number of record entries and record books. It is also important that there shall be 
no duplication of work or repetition of copies and records in the Department. 

The board will haTe free access to the records, and chiefs of bureaus are requested 
to extend such assistance as may be needed in the execution of this order. 

Maurice Pechin, clerk class 1, office of the Secretary of War, will report for duty 
as clerk of the board. 

WiLUAM C. ENDICOTT, 

Secretary of War. 

The board met on the day fixed in the order, and the letter from the chairman of 
the Senate Select Committee to Inquire into the Methods of Business in the Exeoa- 
tive Departments was read. The letter is as follows: 

Unitbd States Senate, 

February 10, 1888. 

Mt Dear Sir: The select committee of the Senate required to investigate the 
methods of business and^work in the Executive Departments take the liberty of sub- 
mitting to you the following extracts from the report to be submitted to the Senate: 

The investigations of your committee have forced them to the conclusion that in 
the Treasury Department, the War Department, and Interior Department, and to a 
greater or less extent in other Departments, there are more briefings, notations, and 
record entries made, copying done, and record books kept than is necessary or requi- 
site in preserving proper records of the transactions of the public business or as safe- 
guards and checks against errors, mistakes, or frauds. 

They complicate the methods of business, cause unnecessary delays in its transac- 
tion, and much unnecessary work, and add to the accumulation of files of papers and 
record books seldom referred to, and tend greatly to lessen the sense of responsibility 
on the part of employes. 

Likewise, the items of business matters are required to pass through the hands of 
too many different officers and employes and through the hands of the same persons 
too often, thus causing the consumption of too much time in the disposition thereof 
and dividing the responsibility therefor among too many different employes. Some 
one clerk or employ^, too often of the lower grades or classes as to salary, makes the 
examination and adjustment, and places his initials thereon, and all the others through 
whose hands the item of business may pass in its roatine act simply upon the faith of 
the initials so made by the one clerk or employ^. 

9 
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Tonr committee found the labor and time necessary to itiTestigate and determine all 
steps taken in the .transaction of the multitudinous items of business matters coming 
berove the various Departments for disposition under the present methods of business 
prevailinff therein, and to point out the steps or links in the present system which 
could be left or taken out without detriment to accuracy and safety, too great to un- 
dertake with any prospect of completion in any reasonable time. 

The most fc)asible and practical remedy your committee can suggest is for the Sec- 
retary of the Treasury and the Secretary of War to select a committee or commission 
of tbxee competenti industrious, painstaking officers or employes of their respective 
Departments most familiar with the existing methods of business therein and with 
correct, prompt, and proper business methods generally, and not wedded to the idea 
that the aee of existing methods has made them the only correct and proper ones or 
that any change therein will be an improvement. 

This committee or commission in each Department should personally trace from in- 
ception to final disposition the various classes of public business therein transacted , 
and ascertain the exact number of persons, officers, or employes through whose hands 
the same passes, the time, attention, and labor devoted thereto by each, the kind of 
work done thereto by each, and the entries and records made by each. With this data 
plainly and fully betore them, and understood by them, they ought to be able to de- 
termine with certainty, safety, and accuracy exactly what can be omitted, what 
necessary to be added, and the safe and proper changes to be made, and then devise 
and prepare judicious, safe, and correct methods for the transaction of the various 
classes of public business, so that they can be finally disposed of with the greatest 
possible degree of correctness and promptness, and with the least possible labor, 
briefing, notating, and copying, and with the smalle««t number of record entries and 
record books, and by passing through as few diiferent hands as possible, etc. 

When they have completed their work and prepared the report thereof, they should 
then present the same to the Secretary appointing them, and if approved by him, or 
when corrected and approved by him, after full consultation, then the Secretary 
should cause the methods of business so determined upon to be strictly and rigidly 
carried out in every bureau and division of his Department, and hold the chiefs of 
bureaus and divisions to a strict accountability for the adoption and enforcement of 
such methods. 

If it should be found that legislation is necessary to adopt or carry out the pro- 
posed methods, the requisite legislation should be prepared and submitted to Congress 
for consideration and action. 

Tour committee therefore recommend to the designated Secretaries to select such 
committees or commissions, and give them full authority and power to make the 
necessary examinations and such assistance as may be proper. 

Your committee have addressed letters to the Secretaries of the Treasury and of 
War, embodying these views and recommendations for their consideration and ac- 
tion. 

F. M. COCERELL, 

Chairman of Senate Select Committee, 
Hon. William C. Endicott, 

Secretary of War, 

War Department, Match 26, 1888. 

Official copy respectfully referred for the information of the War Department board 
appointed March 22, 188b, to report a plan for the more speedy transaction of the 
public business. 
By order of the Secretary of War. 

John Tweedale, 

Chief Cleric, 

The board then proceeded to consider the method to be adopted in performing the 
work required. It was decided to consider the matters to be inquired into by topics, 
to investigate each separately, and when a conclusion was reached to report thereon 
to the Secretary of War, and thus proceed with the work seriatim. 

To aid the board the Secretary of War issued the following circular, inviting sug- 
gestions upon the subjects to be considered : 

[Circtilar.l 

War Department, 
Washington City, April 4, 1888. 

A board has been appointed to consider and report a practical plan for the more 
simple, speedy, and efficient transaction of the public business of the War Depart- 
ment and its bureaus. It is desirable that such business shall be finally disposed of 
with the greatest possible degree of correctness and promptness, with the least possible 
labor in briefing, notating, and copying, and with the smallest number of record en- 
tries and record books. It is also important that there shall be no duplication of 
work or repetition of copies and records in the Department. 
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Snggestions npon any of the subjects to be considered by theboard are invited, with 
requests that communications be sent direct to the ** Chairman of the board on busi- 
ness methods, War Department." 

William C. Endicott, 

Secretary of War, 

A copy of this circular was sent to each person in Washington connected with the 
Department, and in response thereto twenty-one replies were received, containing 
T^rious suggestions, which were of value in aiding the board in its investigation. 

The topics which have been considered and upon which reports have been made are 
as follows : 

(1) Requests for requisitions npon Treasury settlement certificates. (See Appen- 
dix No. 1.) 

(2) Rules and regulations for the War Department. (See Appendix No. 2.) 

(Note. — The proposed rules were referred to the board, and after consideration of the 
laws and rules in force in this and other Executive Departments, certain amendments 
were suggested.) 

(3) Certificates of deposit. (See Appendix No. 3.) 

(4) Army paymasters' collections. (See Appendix No. 4.) 

(5) Card-index record of the rolls of the volunteer army during the late war. (See 
Appendix Na 5. ) 

(6) Credit requisitions for repayment of money into the Treasury. (See Appendix 
No. 6.) 

(7) Requisitions on the Public Printer. (See Appendix No. 7.) 
(H) Administration. (See Appendix No. 8.) ' 

(9) Messenger service. (See Appendix No. 9.) 

(10) Supply division. (See Appendix No. 10.) 

(11) Reports of work done. (See Appendix No. 11.) 

The report on "Correspondence," Appendix No. 12, is under consideration. 

The board continued in session until it became necessary to take a recess, in order 
that the members might return to their desks. The work incidental to the prepara- 
tion of the annual reports and estimates, and other important business delayed re-as- 
sembling until December 14, 1888. The work of investigation has been further de- 
layed by reason of interruptions during the sessions, caused by the members being 
frequently consulted upon matters pertaining to their regular official duties, by the 
chairman being called upon to perform certain duties of the Secretarv, including the 
signing of his mail at times during his absence, and by the occasional absence of the 
other two members on duty connected with the board of promotion, of which they 
are mem^rs. These interruptions are not peculiar to this board, but would occur 
with any board composed ot members necessarily on doty at the place where their 
regular duties are performed. They are stated to account for any seeming delay in 
the business of the board. The investigation had to be made personally to be of 
value ; haste was unwise, for the existing condition must not only be ascertained, but 
the reason for it; because an apparent improvement may have been tried in the past 
and found wanting, hence after investigation much study was required to determine 
what should be done before recommending a change, else a mistake would make ail 
the recommendations doubtful. 

With the greatest care mistakes must of necessity occur, especially in dealing with 
questions which can only be tested in the future, conseauently the reasons for each 
recommendation have been fully stated, and it is hopea if put to the practical test 
they will prove of actual benefit in hastening the transaction of public business with 
the least possible expenditure of labor. 

In closing this report it is remarked that no matter how perfec-t the system, success 
can be assured only through the intelligence, zeal, and fidelity of the working force. 
To accomplish this there should be reasonable rewards for f aitnful and valuable serv- 
ice. There should be an appropriation to pay clerks who must work overtime. An 
appropriation was made to pay the clerks in the Adjutant-GeneraVs Office and Sur- 
geon-General's Office who recently worked overtime, but in other offices and bureaus 
there are clerks who habitually do so in order to keep their work up, and they kave 
never received any compensation therefor. If the heads of Departments were en- 
abled to pay the clerks salaries equal to those paid for like services by corporations 
and commercial establishments it is believed it would be more satisfactory than the 
present system ; failing that, the pay of employes should be re-adjusted by Congress. 
There has been no re-adjustment of salaries in the War Department since the war ; 
they should certainly be on a par with those of the Treasury, which Department 
was reorganized in 1875. 

This great Department, with over 1,600 employes, disbursing over $40,000,000 an- 
nually, constantly passing upon economic and legal questions, the dredging of rivers, 
the construction of contracts, the regulation of canals, etc., has neither an assistant 
secretary nor a legal advistr to assist the Secretary in the determination of the mul- 
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tifarious qaestioDS comiug before liim. The necessity is great; the board can not bat 
refer to it as bearing closely upon the questions it has been required to consider. 

While considering the subject of salaries it must be stated that with the rapid 
growth of Washington the expense of living has increased greatly, while the salaries 
remain so small as to atford only a bare subsistence. Not being a commercial city, the 
reputation made is not known where it would be valuable in affording an opportunity 
to enter civil pursuits outside of Government employ at a compensation commensu- 
rate with the ability of those ambitious to succeed. So the employes naturally long 
for the time when the nation will say to them that having served faithfully at smau 
salaries, they shall be cared for in their declining years. With a retired list for the 
civil service the morale would be vastly improved and every department of the Gov- 
ernment would feel the beneficial effects of such wise and beneficent legislation. It 
would remove temptation, and the day when the faithful employ^ would be left 
penniless because no longer of value on account of age would be past forever. It has 
already been applied to the Judiciary, to the entire Army (officers and enlisted men), 
to the Navy, and the Marine Corps. 

Either one thing or the other should be done ; the salaries of competent employes 
should be raised to a just compensation in order that they may save something for 
the future, or they should be retired with pay when no longer able to perform efficient 
service. There are places in all the Departments filled by men who are superannu- 
ated ; they are retained in service because they have been faithful and it would be a 
hardship to discharge them. On this subject the Secretary of the Treasury (Hon. 
John SliCrman), in a letter dated April 7, 1880, transmitting to the United States Sen- 
ate a list of the employes in the Treasury Department, says : 

^^ I am not advised that the removal of any individuals and the appointment of 
others in their stead is required at this time for the better dispatch of business, ex- 
cept perhaps in a few cases where persons who, on account of old age and physical 
and mental infirmities, are not as efficient as younger men would be ; but these per- 
sons have been employed a great many years and have rendered faithful service to 
the Government. Their removal would be accompanied with great hardship to them 
personally, and I do not feel Justified in lUaking the changes.'' (See Senate £x. Doc. 
142, Forty-sixth Congress, second session.) 

Again, on March 17, 1882, the then Secretary of the Treasury (Hon. Chas. J. Folger), 
in a letter transmitting a similar list, says : 

^* There are cases where persons who, on account of old age and physical and men- 
tal infirmities, are not as efficient as younger men would be ; but these persons have 
been employed for years and have rendered faithful service to the Government. 
Their removal would be accompanied with great hardship to them personally, and I 
do not feel justified in making the changes." (See Senate Ex. Doc. 138, Forty-sev- 
enth Congress, first session.) 

The board can add nothing to what has been so well expressed, except to say what 
is self-evident, that the places of employes of the class mentioned could be filled by 
younger and more efficient men to the benefit of the Government, and to add the 
recommendation that Congress, by appropriate legislation, may afford relief to the 
Departments and at the same time provide for this worthy and faithful class of em- 
ployes. 

Finally, the board desires to express its appreciation of the valuable services ren- 
dered by Mr. Maurice Pechin, clerk of the board. In addition to clerical ability, he 
is an excellent stenographer, capable of correctly reporting testimony, and has in 
consequence been of great service in the investigations of the board. Since October 
25, 1888, he has been on duty with the court of inquiry appointed '' to examine into 
and report upon the entire subject of the lining of the tunnel extension of the Wash- 
ington aqueduct." He has reported much of the testimony taken by the court, and 
the board is informed that his services have been eminently satisfactory. It is not 
possible for one stenographer to take testimony for an entire day and have the record 
ready for the next day, and, therefore, to enable the court to meet on successive days, 
it became necessary to contract with a firm of stenographers in this city to do part of 
the work of reporting. When the court adjourns his services are desired by the 
Board of Ordnance and Fortifications, which JBoard will be in session for an indefinite 
time. The foregoing shows the necessity for another stenographer in the office of the 
Secretary of War. One is now provided by law, but the business of the Department 
requires two, and it will be more economical to provide for two than to contract for 
such services when they are needed in a pending investigation. The annual com- 
pensation (|1,800) paid to stenographers in the Departments would be exceeded in 
less than two months at the ruling rate, 25 cents per folio, paid to stenographers 
employed under contract. 

Kespectfully submitted. John Tweedale, 

l. w. tolman, 
Jacob Frech, 

Hon. William C. Endicott, Members of Board. 

Secretary of Way. 



APPENDICES. 



Appendix No. 1. 
requests for requisitions on settlement certificates. 

War Department, 
Board on Business Methods, 

ApHl 18, 1888. 

Sib: Mr. Tolman, chief of the division of requisitions and accounts, brought to 
the attention of the board on business methods a matter of routine in reference to 
bureau action on settlement certificates, which in his opinion could be simplified to 
the benefit of the service. 

Settlement certificates are a statement of claims aH allowed by the accounting offi- 
cers of the Treasury. When money is available the certificates pertaining to the ap- 
propriations under the jurisdiction of the War Department are sent by the Auditor 
to this Department for payment. Such certificate is sent to the bureau to which it 
pertains for appropriate action. 

Upon personal investigation by the board it is found that in some of the bureaus a 
certificate to which no objection is found is returned to the Secretary of War, with a 
notation on the back of the certificate that it has been ** noted " or '* verified ^ in the 
bureau. In several of the bureaus, however, it is the custom to return the certificate 
to the Secretary of War with a letter signed by the chief of the bureau, setting forth in 
detail the information already fully and clearly stated in the certificate, viz, the 
name and address of the claimant, the number of the certificate, the amount found 
to be due, and the appropriation to which chargeable, and formally requesting the 
Secretary of War to issue a requisition on the Secretary of the Treasury for the 
amount. 

In one bureau separate letters are so prepared for each claimant named on a cer- 
tificate. As certificates sometimes embrace four or five different claims, that number 
of letters accompany the eertificate. 

All of the chiefs of bureaus agree that these letters of request are entirely useless 
and can be dispensed with, and thus save considerable labor. 

It is accordingly recommended that the custom of issuiug letters of request upon 
settlement certificates by the bureau officers be discontinued, and that the certificates 
be returned with an indorsement, which may be stamped upon the back of the cer- 
tificate, showing that it has been " noted," with the name of the office and date. If 
objections exist to the certificate under section 191, Revised Statutes, they should be 
stated in the indorsement. 
Very respectfully, 

John Tweedaxe, 
l. w. tolman, 
Jacob Frech, 

Members of Board, 

Copies of settlement certificate, letter of request for requisition, and requisition 
referred to are herewith submitted. 

Hon. William C. Endicott, 

Secretary of Wmr. 
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Copy of settlem&nt oertifloate No. 8826. 



[No. of claim, 93441. 



• Tbeasurt Department, 
Third Auditor's Office, 

Apnl 12, 1887. 

I certify that there is due from the United States to John D. Patton for 44,175 lbs. 
of straw purchased at Fort Meade, D. T., under the provisions of his contract of May 
30, 1884, at $4.75 per ton, one hundred and four dollars and ninety-two cents ($104.92). 

It is suggested that a reauisition now issue, in order that the Secretary of tne Treas- 
ury may retain said sum of $104.92, under the provisions of the act of March 3, 1875, 
to await the result of any suit which may be instituted against said Patton to re- 
cover damages sustained by the United States by reason of nis failure to fulfill said 
contract of May 30, 1884. 

[Vide sett. No. — — , of this date.] 

Appropriation : Regular supplies, Q. M. D., 1885. 

Payable to , as appears from the statements and vouchers herewith 

transmitted for the decision of the Second Comptroller of the Treasury thereon. 

John S. Williams, 

Auditor, 

To Hon. Second Comptroller of the Treasury. 

Second Comptroller's Office. 

I admit and certify the above balance this second day of August, 1887. 

SiGOURNEY Butler, 

Second Comptroller. 
Issue. 

S. B. M., 
g. M. Genn, 
Noted : Q. M. G. O., April 9, 1888. 

To be reported for appropriation. 

Jambs Gilliss, 
Major and Qr, Mr.^ U, JS. A, 



Copy of ** request" for requisition. 

$104.92. War Department, 

Office of the Quartermaster-General, 

Washington City, April 10, 1888. 
To the Secretary of War: 

Sir: Please cause a requisition for the sum of one hundred and four and % dollars 
to be issued in favor of John D. Patton. 

To be retained by the Secretary of the Treasury, as per annexed statement of the 
Second Comptroller and Third Auditor, No. 8826, ^87. 

To be charged as follows, viz : To the appropriation for regular supplies, Quarter- 
master's Dept., 1885 and prior years, |104.92. 
Respectfully, 

S. B. Holabird, 
Quartermaster-Generalf U. S. Army. 

1''718 '87 

Entered April 11, 1888, Q. M. G. O. 



Copy of requisition. , 

Sett. Requisition No. 437. 

War Department. 
To the Secretary of the Treasury: 

Sir : Please to cause a warrant for one hundred and fonr dollars and ninety-two 
cents to be issued in favor of John D. Patton, the amount to be withheld by the Secre- 
tary of the Treasury to await the result of any suit that may be instituted against 
said Patton, to recover damages sustained by the U. S. by reason of his failure to ful- 
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fill his contract, May 30, 1884, to fumish straw at Fort Meade, D. T., due on settle- 
mentj as per certificate of Second CompiroUer, No. 8826. To be charged to the under- 
mentioned appropriations. 
Given under my hand this 14th day of April, 1888. 

William C. Endicott, 

Secretary of Wat, 
$104.92. 

Countersigned. 



Second Comptroller. 
Registered. 

Third Auditor, 

Kegnlar supplies, Quarter master's Department, 1885 and prior years, $104. 92, 

12718—1887. 



The action taken by the Secretary of War upon the recommendation oi tne board 
appears in the following circular : 

[Chrcular.] 

War Department, 
Washington City, April 19, 1888. 

Hereafter the custom of issuing '* requests" by the chiefs of Bureaus of this Depart- 
ment for requisition upon Treasury settlement certificates in cases where no objec- 
tion to payment is known will be discontinued, and said certificates will be re- 
turned to the Secretary oi War by indorsment, which may be written or stamped upon 
the same, showing that it has been noted. If objections are known, they should be 
indorsed upon the certificates for the a^^ion of the Secretary of War, under section 191 
of the Revised Statutes. 

By order of the Secretary of War. 

John Tweedale, 

Chief Clerk, 



Appendix Ko. 2. 
rules and regulations of tfie tatar department. 

(1) The office hours are from 9 a. m. to 4 p. m., with a recess of half an hour at noon. 
One clerk at least must remain on duty in each room during recess, and will be per- 
mitted to be absent for half an hour thereafter. All other time absent must be with 
proper permission or satisfactorily explained. 

(2) When unavoidably absent, employes must inform their immediate superiors of 
the cause, in writing, at the earliest practicable moment. 

(3) When public^usiness requires the attendance of employes in excess of the reg- 
ular office hours, they must be present) and note will be made of the number of hours 
of buch extra attendance. 

(4) Visits to other rooms, except on public business, are prohibited. 

(5) Smoking, discussion^ or loud talking is strictly prohibited. 

(6) The use of intoxicating liquors to such an extent as to cause unfitness for duty, 
or other habits havine the same effect, will serve as a reason for discharge. 

(7) Employes not habitually correct in their work will be recommended for dis- 
charge. 

(8) A courteous demeanor must be maintained toward all persons. 

(9) All files, books, etc., when used, must be immediately replaced in their proper 
places. 

(10) Private business is not to be transacted in the public office, and the reading of 
books and newspapers will not be permitted except when required in the transaction 
of business. 

(11) Visitors will not be allowed in the rooms in which the clerks are employed, 
except by permission of the proper officials. 
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(12) The official records and business of the Department are strictly confidential, 
and are not to be disclosed or made the subject of conversation out of the office, nor 
in the office, except so far as necessary to the proper discharge of the public business. 

(13) The clerks are expected to study the work upon which they are engaged, and 
in each branch or division one clerk must be so instructed as to be able to take charge 
during the absence of his chief. 

LEAVES OF AB6EI7CE. 

(14) The act of Congress approved March 3, 1883, provides: * * * ''All absence 
from the Department on the part of said clerks or other employes, in excess of such 
leave of absence as may be granted by the heads thereof, which shall not exceed 
thirty days in any one year, except in case of sickness, shall be without pay." 

(15) Leaves of absence will be calculated by calendar years. 

(16) Only the head of the Department can grant leave of absence, but chiefs of 
bureaus and the chief clerk of the Department may grant leave by his authority. 
All applications for leave of absence exceeding sixty days must be submitted to the 
Secretary of War. 

(17) Leaves of absence will not be granted, except in special cases, between the 
15th day of November and 1st day of May. 

(18) Leaves of absence will be recommended in such order as shall interfere as 
little as possible with the public business; and chiefs of bureaus will not permit over 
25 per cent, of their force to be absent at one time, unless in their judgment a larger 
percentage can be absent without detriment to the service. 

(19) The entire service during the year of those transferred from another bureau or 
Department will be considered in granting leaves of absence. 

(20) Employes who have been in the service of the Goveinment less than one year 
may be granted leave of absence at the rate of two and one-half days for each month 
of service. 

(21; The days when the Department is closed to business will not be charged when 
the same are included within the period of any leave of absence, other than a leave 
without pay. 

(22) Leaves of absence for more than one day will be granted for consecutive days 
only, and not exceeding thirty consecutive days, except m special cases. 

(23) Pay will be allowed for absence caused by sickness, if it does not exceed thirty 
days in any calendar year, provided such absence is explained to the satisfaction of 
the chief of the bureau or head of the Department. 

(24) Pay will be stopped for absence in excess of the time allowed by these regu- 
lations ; but application may be made for the amount stoju)ed, accompanied by a 
proper medical certificate. The application must be forwarded through the proper 
channels, and chiefs of bureaus ttre requested to express their views thereon for the 
information of the Secretary of War. 

(25) Chiefs of bureaus are authorized to make such rules, not inconsistent with the 
foregoing, as may be necessary for the government of the employes on duty in their 
respective offices. 

William C. Endicott, 

Secretary of War, 
War Department, June 4, 1888. 



Appendix No. 3. 
certificates of deposit. 

War Department, Board on Business Methods, 

June 7, 1888. 
Hon. William C. Endicott, 

Secretary of War : 

Sir : The subject of routine in regard to certificates of deposit having been brought 
to the attention of the board, the following report is submitted. 

certificates of deposit. 

Certificates of deposit arise under section 3621 of the Revised Statutes (embodied 
in paragraph 1598 of the Army Regulations of 1881), which directs that " every person 
who shall have moneys of the United Stares in his hands or possession shall pay the 
same to the Treasurer, an assistant treasurer, or some public depositary of the United 
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States, and take his receipt for the same, in duplicate, and forward one of them forth- 
with to the Secretary ef the Treasury." 

Such certificates are issued to officers of the Army in duplicate. The original is 
sent hy the depositor to the Secretary of the Treasury, and hy him to the Secretary 
of War for designation of the appropriation to which the money pertains. The du- 
plicate is retained by the depositor. They embrace two classes of public funds : 

(1) Moneys deposited to the credit of the United States or of the Treasurer of the 
United States, which can not be again withdrawn from the Treasury without a sub- 
sequent appropriation by Congress. 

(2) Moneys deposited to the credit of the United States or of the Treasurer of the 
United States, which may be drawn out again upon the requisition of the Secretary 
of War without a subsequent appropriation. 

A synopsis of the several laws governing the disposition of the proceeds of Govern- 
ment property is appended to this report. (Exhibit A.) 

Keceipts issued by a depositary to a disbursing officer for funds deposited to his 
credit in his official capacity, and subject only to his check in that capacity, should 
not be confounded w^ith certificates of deposit referred to in this report. They are 
more properly designated as ** disbursing officers' receipts" (par. 16fe, A. R., 1881). 
They are not issued in duplicate, and are retained by the disbursing officer. 

The following statement shows the various steps taken in consecutive order from 
the beginning of action upon a certificate of deposit pertaining to the Quartermaster's 
Department to the final disposition thereof : 

Capt. A. H. Younp:, an assistant quartermaster, U. S. Army, on duty at Columbus 
Barracks, Ohio, in March, 1888, made a sale of fuel and cloth to officers of the 
Army at that station. Fuel is furnished to the Army out of the appropriation 
" Regular supplies. Quartermaster's Department," and cloth from the appropriation 
'' Clothing, camp, and garrison e<][nipage," and the proceeds of sales toofiacers are by 
sections 3618 and 3692 of the Revised Statutes, permitted to revert to the appropria- 
tion out of which they were originally purchased. 

The proceeds of sales to officers are usually collected monthly by the officer making 
the sale, and accordingly, Captain Young collected $36.68, and sent it to the National 
Exchange Bank, Columbus, Ohio, a United States depository designated by the Sec- 
retary ot the Treasury, under the authority of section 5135 of the Revised Statutes. 
Paragraph 1599 of the Army Regulations prescribes that : ** The face of each certificate 
will be made to show, in writing, to what appropriation the deposit belongs, pro- 
vided the depositor possesses such information as may be necessary to enable the de- 
positary to state the same in preparing the certificate for issue.'' Captain Young 
therefore sent with the money information that the same belongs, $34.64, to '' Regu- 
lar supplies," and $2.04 to *^ Clothing and equipage." The certificate is prepared in 
duplicate, and reads as follows : 

Face of certificate. 

[Form 1. National Banks.] 

No. 99. The National Exchange Bank of Colmnlms, Golnmbiu, Ohio, March 31, 1888. 

Icertifythat Captain A. H. Young, Q.M., U.S.A, 

has this day deposited to the credit of the Tireasai«r of the ITnited States thirty-six ^ 
dollars cm account of 

Begnlar supplies $34.64 

Glothingand equipage 2.04 

for which I have signed triplicate receipts. 

C. J. Hardy, 

Cashier. 
$36.68. Sales to officers and hosp. 

I • 

Captain Young is required by paragraph 1600 of the Army Regulations to take note 
of ''the place, date, and amount of deposit, and the number of the certificate, to- 
gether with the appropriation, if specified, * * * on the account-currentior other 
proper return upon which the depositor desires to be credited with the money." 

He then mailed the original certificate direct to the Secretary of the Treasury, and 
retained the duplicate certificate, as authorized by section 3 of paragraph 1602, Army 
Regulations. When received at the office of the Secretary of the Treasury it was 
stamped on the back: Division Public Moneys, April 3, 1888. Received. 

17958 2 
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When recorded in that division the certificate was placed in a wrapper, the first fold 
of which reads as follows : 

[Form No. 12, first indorflement.] 



Office of the Secretary of the Treasury, 

Division of Public Moneys, 



i8Q-r 



Capt. A. H. TonDg, inclosing certificates of deposit No. 99, issued Mch. 31, 1888, in 
his favor by the N. Exchange B'k, Columbus, O., for , |:i6.68. 

Treasury Department, Secretary's Office, 

ApHl 3, 1888. 

E. B. D. Respectfully referred to the Hon. Secretary of War for designation of the 
proper appropriation to the credit of which the amount of the within certificate should 
be covered into the Treasury. 

By order of the Secretary : 

E. B. TOUMANS, 

Chief Clerk. 

The certificate and wrapper were inclosed in an envelope addressed to the Secre- 
tary of War and sent by mail through the city post-ofiftce to the War Department, 
where they were received at the record division, office Secretary of War (room No. 65, 
War Department, west wing), at 9 a. m., April b, 1888. The enveloi)e was opened by 
the chief of the record division, who, finding that it was a certificate of deposit 
(which is not entered in the record division), placed it in the box of the requisition 
division, from which papers are taken at intervals during the day by messenger to 
the requisition division, and who placed it in the basket on the desk of the chief of 
the division, room No. 60, War Department, west wing. The chief, or assistant, 
seeing the character of the case, immediately passed it to the docket clerk, room 59, 
who stamped it : 

" War Department. Division of Requisitions & Accounts. Apr. 5, '88. 6331." 
After stampini^ all such cases on hand, as above, h^ then stamped the docket num- 
ber within the circle of the above stamp ^^6331," giving wrappers and certificates 
the same docket number, and when all were stamped made the following entry on 
the "docket book," which is the "letters received " of the requisition division, and 
contains a brief entry of all cases received in said division : 

Page 114 of docket hook, requisition division, for 1888. 





Nnmber. 


Name. 


Sabjeot settle- 
ment certifi- 


Inter- 
loca- 
toiy. 


Sent— 




Received. 


cates, &.O. 


To 
whom. 


Date. 


Number of req- 
uisitions. 




No. 


Amount. 




1888. 
Apr. 5 ... 


* 

6329 to 
6353. 


* 

Certificates of deposit. 
See Record, Ac, 
Cert. Dep. Book. 

* 


* 


* 


A 


* 
K 


1888. 

* 

6 


* 


* 


« 


« 


« 


« 



This form shows also the printed headings of the columns. 

The docket clerk then passed the cases 6329 to 6353 to the clerk in the same room in 
charge off certificates of deposit, who entered the certificate on the '^record of certifi- 
cates of deposit," giving docket number, date of receipt, number of certificate, where 
deposited, amount, and date of reference to the bureau to which it pertains. 
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Meoord of certijioates of deposit, 
[Page 104.J 



•8 

o 

p 



1888 
6331 



I 
s 



M 



D 



I 

1 

o 
o 



99 



2 
I 

i 



Colmn- 
bas,0. 



I 



86.68 



BefereiutoB. 



AcU.Gen. 



I 

QQ 



M 



D 






M 



Q.M.Gen. 



1 

GQ 



^ 



1 



^ 



D 



412 4 25 



Paym'st'r 
Gen. 






M 



D 



M 

PQ 



M 



Com. Gen. 
of Sab. 



I 



M 



oapt and A. Q. M. 



M 



D 



Chief of 
Ord. 



P 
9 



M 



I 



M 



M 



D 



M 



Apr. 28, 

^8. 



This form shows alao the printed headings of the oolomns. ^ 

He wrote on the certifioate and wrapper " 104 " (the page which shows the entry), 
and charged the certificate on the wrapper in red ink to the *^Q. M. G." He then 
placed it m an envelope addressed to the Quartermaster-General, where it remained 
until the work of the day was completed, when the envelope was sealed and placed 
in the delivery box on the desk of the docket clerk. The envelope was then carried 
by the division messenger to the room of the chief clerk, Quartermaster-General's 
Ofice, No. Ill, third floor, War Department, west wing, who sent it to the clerk in 
charge of the accounts branch, fifth floor, center wing, No. 69, by whom it was handed 
to the clerk in charge of the records of certificates of deposit, who stamped on the 
certificate and wrapper the office stamp, showing date of receipt : 



B. 


Qr. Mr. General's Office. 
IReceived Apr. 12. 


1888. 


119 



Note. — These certificates were until recently first entered on the book of '* Letters 
received " like other communications. 

He then examined the certificate to see whether it contained the information neces- 
sary to enable him to designate the appropriation. When a certificate does not con- 
tain this information (a rare occurrence), he examines the money accounts and prop- 
erty returns^led in the office. 

In the case under consideration the certificate bore on its face all the necessary data, 
and he indorsed upon the back of it the following entry : 

Se&rnlar supplies «.. $34.64 

Clothing and eqoipage 2.04 



1888. [Sales to officers]. 
And on the second fold of the wrapper: 



36.68 



[2d indorsement.] C.G«S. 

Wab. Dbpabtmemt,- 
Quastkbkabtbb-Genbeal'b Office, 

ApHl 24, 1888. 

Bespectfally retnmed to the Hon. Secretary of War with the appropriation designated as follows, 
Tiz: 

Segnlar supplies $34.64 

Clothing and equipage 2.04 

1888. [Sales to officers.] 

B.f.978. 



86.68 



S.B.H0LABIBD, 

Qr.Mr. Oenerdl, U. S.A. 



The indorsement on the wrapper containing the certificate was then initialed by 
the principal clerk of the branch and also b^ the officer in charge of the branch, and 
signed by the Quartermaster-General. This indorsement was then type-written on a 
loose sheet of ''letters sent," and the certificate and wrapper returned to the clerk 
who prepared the indoi*sement, who then entered the certificate upon one of the records 
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of certificates of deposit, of which there are two kept in this branch ; one being for 
certificates on account of sales to officers and sales at auction, and the other on ac- 
count of refundments, unexpended balances, and repayments to appropriation. 

The certificate in question was entered on the former book, the entry being as fol- 
lows : 

Record of aalee of public property to officers and atpiiblio auction. 



B 





^ 



119 



Character 

and date of 

sale. 



To officers, 
1st quarter, 
1»88. 



By whom 
sold. 



Yoimg, A. H. 



Q 

o 
« 

s 

p 
99| 



Where d e - 
posited and 
date of de- 
posit 



National 
Exchange 
Bank, Co- 
lambas, O., 
March 31, 
1688. 



P 





o 



S 






1 



*36.68188t 



■i 



s 



April 12 



P 
S 



s 



April2484.64 



Distribntion o f 
proceeds recom- 
mended. 




2.04 



« 



A^ 



This form showa also the printed headings of the columns. 

The ofiftce stamp on the wrapper and on the certificate was then completed by writ- 
ing OD It the number (119) of the entry on the book of certificates of deposit. He then 
returned it direct to the division of requisitions and accounts by messeufferi and it 
was passed to the clerk in charj^e of certificates of deposit, who noted the date of its 
return on page 104 of the '* record of certificates of deposit," first observing that the 
appropriations were desiguated on the back of the certificate, and then recorded in a 
book the following entry : 

Moneys repaid or covered into the U, S. Treasury, 





i 

i 

p 

1 

Q 
6331 


6 

1 


Date of indorsement to 
Treasary. 


i 
1 

1 


1 
1 

•s 

H 


Certificates. 


Cover 
inlUt. 


i 


i 

1888 


Date. 


1 

09 


Amount to be covered in and 
to be credited— 


• 

1 
1 


i 

>4 




u 

I 

% 

p 

• 

o 


To depositing 
officer and 
appropria- 
tion as sta- 
ted. 


As "Miscellane- 
ons receipts on 
account of pro- 
ceeds of Gov- 
ernment prop- 
erty." (see act 
Maya, 72). 


1 


1 


''SS: 


1888. 
Apl.28 


Colnm- 
lms,0. 


Begnlar 
supplies. 
C.andB. 


Hch.81 


34.64 
2.04 










1 

1 











He then partially filled out the printed form (third indorsement) on the wrapper, 
placed the same in a basket on the desk of the chief of division, who initialed the 
same and submitted it for the signature of the chief clerk. After signature the case 
was returned to the certificate ot deposiu clerk, who fiUed in the date of signature and 
charged the same to the Secretary of the Treasury on page 104 of *' Record of certifi- 
cates of deposit" in the last column thereof, ** Apiil 28, 1888," placed the same in an 
envelope directed to the '^ Honora ile Secretary of the Treasury, division of public 
moneys," to which division it was carried by messenger. 



21 

The following is the other form of the record of certificates of deposit kept in the 
Aoconnts branch of the Qnartermaster-General's office, referred to on page 9 of this 
report: 

£ecard of cerHfioaiea of deposit, on aooount of repayments, etc,, received at Quartermoiter' 

OeneraVa offiee. 



o 
o 

«0 






.a 

a 



00 

o 

s* 

•a 

Cm 

O 

I 

« 
o 

<M 

o 






00 

i. 

o 

•a 

§ 



o 

s 

0) 






s 

•♦a 



e 

a 



o 
Q 



5 

a 
« 



4S 



I 



li 



I 



Designation of appropriations. 



I 

f 
I 

K 



s 



Qo 









5 

I 



I 



5 
P 



I 






a 

o 

Q 






a 



& 



I 



1 



I 



o 



I 



§ 



*5 






188 . 



pM 
H 



S 



Certificates of deposit pertaining to other Bnreans of the Department go through the 
same routine and are entered in the same books in the office of the Secretary before 
going to the Bnrean and after their retnm from the same, as do those pertaining to 
the Qnartermaster's Department. 

The action on such certificates in these Bnreans is briefly described below. 

In the office of the Commissary-General of Subsistence certificates of deposit are 
entered in a book containing the following headings : 

Register of certificates of deposit of subsistence funds received at the office of the Commissary' 

General of Subsistence, Washington, D. C. 



o 



s 





Is 

o o 

I 



I 



1 

4 



8 



£ 





But few certificates reach this Bureau, as under the provisions of the act of March 
3, 1875(18 Stat., p. 410), the proceeds of all sales of subsistence supplies are exempt 
from being covered into the Treasury, and are immediately available for the pur- 
chase of nresh supplies. 



/ 
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In the office of the Paymaster-General two classes of certificates of deposit are re- 
ceived ; souae are in response to the stoppage oircnlar issned by the Paymaster-Gen- 
eral, bnt the majority are for paymasters' collections. 

The certificates of deposit arising nnder the stoppage circnlar are entered on the 
book of '^ Letters received/' and retnmed to the Secretary of War with indorsement 
suggesting that they be sent to the Bareau or office making the request for the stop- 
page for designation of the appropriation. This class of certificates should be sent 
direct to the Bureau requesting the stoppage. 

The other class of certificates (paymasters' collections) come directly to the finance 
division, where they are stamped with date of receipt, and compared with the pay- 
master's ledger to see whether they agree with the amounts reported on the abstract 
of collections. The only entry made of the certificate is in the book of *^ Paymasters' 
collections," on which are entered number of the certificate, place of deposit, date of 
receipt, and date when returned to the War Department. 

The certificates are held until accounts^ for the month are in. Paymasters make 
their deposits at the end of the month ; it is about a month after the certificate is 
issued before it reaches the office, and another month before the deposit requisition 
is issued. 

The. appropriations to which the deposits pertain are designated in the office in all 
cases. Paymasters do not designate the appropriation on the certificates. As a rule 
tiie pay-rolls forwarded by the paymaster contain the information necessary to deter- 
mine the appropriation. When they do not the information is obtained by inquiry 
irom the Bureaus to which the collection pertains. 

Upon the comx>letion of the certificate by the designation of the appropriation the 
wrapper is stamped '' Eeturned," appropriation designated on certificate of deposit, 
Paymaster-General's office, and the papers returned to the Secretary's office. 

In the office of the Surgeon-General the certificates of deposit come direct to the 
property division for designation of the appropriation. 

Certificates of deposit of proceeds of sales of condemned property, etc. (miscel- 
laneous receipts), are recorded in a separate book showing date, name of officer, where 
sold, character of the property, and disposition of the certificates, all on one line. 
' This book is referred to in the settlement of property accounts. 

The certificates are returned with the following indorsement, which is stamped on 
the wrapper In each case : 

War Department, Surgeon-General's Office, 

Property Division, 
Washington, D, C, 188-. 

Respectfully returned to the honorable, the Secretary of War. 

The amount of the within certificate of deposit should be covered into the Treas- 
ury to the credit of the appropriation for the '^ Medical and Hospital Department 
and prior years," as miscellaneous receipts. 

Surgeon-Generalf U, S» Army, 

These indorsements are signed by the Surgeon-General. 

The medical officers rarely indicate the appropriation on the certificate. 

But few certificates of deposit of funds not pertaining to *' miscellaneous receipts" 
are received; they are recorded in "letters received," and treated as ordinary com- 
munications. 

In the office of the Chief of Ordnance certificates of deposit are entered in a register 
of the following form : 



Date of deposit. 


Name of 
depos- 
itor. 


Place of 
deposit. 


Amonnt. 


Received from Treasury 
through War pepartmeDt. 


Returned to Treasury 
through War Department. 


Covered into 
Borplus fund. 


Remarks. 


Req. 
No. 


Date. 


1 
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The appropriation is designated by the Bureau . 

In the ofELce of the Chief of Engineers bat few certificates of deposit are received. 
They are first entered on ** Letters received/' and then in a separate book of certifi- 
cates of deposit, which shows the filennmber, name of ofELcer, appropriation, whether 
repayment or proceeds of sales, date of return to War Department, ledger folio, and 
amount. 

The amount of the certificate is also entered on the appropriation ledger. 

The designation of the appropriation is entered on the bacK of the certificate, and is 
also embodied in an indorsement on the wrapper, which is signed by the Chief of En- 
gineers, part of the indorsement being stamped, as follows : 



•M- 



indorsement.] 



^ " Office of Chief of Engineers, U. S. Ajrmt, 

" , 188-. 

" Respectfully returned to the Secretary of War. 

** This deposit is and pertains to appropriation for . 



About ten certificates are received during the month. 

In the Signal Office certificates of deposit are received in the examiner's division, 
are stamped with date of receipt, viz : 





Examiner's 

0. C. S. 0. 

Division. 


Beoeived 



Entered on book of " letters received," and also on record of certificates of deposits 
of the following form : 



Nnmber. 


Amount. 


Deposi- 
tory. 


City 


Desig- 
nation. 


Beceiyed 
O.C.S.O. 


Date of 

certiH- 

oate. 


Received 
from War 
Depart- 
ment. 


Betnmed 
to War De- 
partment. 





















The designation of the appropriation is indorsed on the back of the certificate, 
and the following indorsement stamped on the wrapper : 



[ indorsement. | 

Signal Office, War Department, 

, 188-. 

Respectfully returned to the honorable the Secretary of War, with the informa- 
tion that the appropriation to the credit of which the amount of the within certifi- 
cate should be covered into the Treasury is indorsed thereon. 

Chief Signal Officer, 

The ind€(tsement is initialed by the clerk who keeps the record of certificates of 
deposit, and by the officer in charge of the division, and signed by the Chief Signal 
Officer. A press copy of the indorsement is kept. 

The accounts current of officers making the deposits are checked with the record 
of certificates, so that the certificates need be retained in the office only a day or 
two. » 

It appears from the foregoing that there is duplication of work and delay in the 
disposition of this class of business, and in order to expedite and simplify the meth- 
ods of business in connection with certificates of deposit the board recommends as 
follows : 

Let the certificate, after receipt and notation in the Treasury Department, be im- 
mediately forwarded to the Secretary of War, without a wrapper, formal indorse- 
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ment or signature of the chief clerk, a simple stamp on the back of the certificate 
showing date of receipt at the Treasury, or fact and date of reference to the War De- 
partment, without signature, being considered sufficient. 

Immediately upon its receipt in the office of the Secretary of War let it be sent to 
the proper Bureau without entry in any of the three books in which they are now 
entered in the Secretary's office (division of requisitions and accounts), viz: '^docket 
book/' ^^ record of certificates of deposit," and ^^ record of moneys repaid or covered 
into the Treasury." 

Upon its receipt in the Bureau let it be immediately stamped with date of receipt, 
entered on record of certificates of deposit, and if the appropriation is already cor- 
rectly stated on the face of the certificate as required by paragraph 1599, A. R., 1881, 
the indorsement of the words ''appropriation designated on face" would complete 
the certificate; if the appropriation is not clearly stated on the face, then let it be 
correctly entered on the back, in accordance with information oiffilein or obtainable 
b^ the Bureau, with the remark ** appropriation designated." The words ''appropri- 
ation designated " and the name of Bureau can be affixed by stamp in eitner 

case, no signature being required. 

The certificate should then be forwarded direct from the Bureau to the proper auditor, 
or if it pertains to ''miscellaneous receipts," to the Secretary of the Treasury, in order 
that it may be " listed." 

It is believed that the majority of these certificates need not remain in the War 
Department longer than two days ; whereas under the present methods they remain 
in* the Department a month or more. 

The entries in the "record of certificates of deposit " kept in the Bureau will answer 
for purposes of comparison with the officers' accounts that may reach the Bureau 
later than the certificates. 

Certificates of deposit should not be held in a Bureau longer than two working 
days, unless the appropriation can not be designated without examination of returns 
not yet in or correspondence with the depositor or other officer. 

The recording of certificates of deposit on "letters received" or on "letters sent" 
is a duplication of work that can be dispensed with, as the record-book of certificates 
of deposit would appear to answer all practical purposes. 

In the opinion of the board the "record of certificates of deposit" and the "record 
of moneys repaid or covered into the Treasury," now kept in the division of requisi* 
tions and accounts, Secretary's office, should be discontinued, as the information 
contained in the former book is duplicated in the books kept in the respective Bu- 
reaus, and the material information contained in the latter is duplicated in the 
" register .of credit requisitions," kept in the division named. 

In order to reduce the number of record-books it is recommended that the two books 
of certificates of deposit, kept in the office of the Quartermaster-General, be consoli- 
dated into one. 

The forms of the two books appear on pages 10 and 13 of this report. 

It appears from the books of the requisition division. Secretary's office, that during 
the fiscal year lb87 certificates of deposit to the nnmber of 3,754 were received and 
disposed of, which required about 7,000 full signatures and as many initials on said 
papers. (See Exhibit B.^ 

While it is probably not within the province of the board to recommend a change 
of the form of the certificate of deposit adopted by the Treasury Department, our in- 
vestigation has shown the necessity of printing on Government forms, whenever 
practicable, specific directions, so that it may be readily understood what to insert 
therein, and what to do with the form when filled out. It should not depend alone 
on^special knowledge or experience, nor upon a search of law and regulations ; the 
form should speak for itself, and thus save time and labor. 

The board has searched tne law and regulations upon the subject And finds that the 
regulations conflict with each other, and call for information in greater detail than is 
actually desired or furnished. Accordingly, we have prepared a form which it is 
believed will meet all the requirements of this Department, and which we suggest be 
transmitted to the Secretary of the Treasury for such amendment as may be deemed 
necessary, and that thereupon it be substituted for the form now in use.* The pro- 
posed form is as follows : 
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Certificate of deposit. 






\t^f 



5£o 






® »3 -f ^ J5 a 4» 



:::^g 




^« 



Ki es ^ 






P, ^ 'S 49 ^ 






No 

Original. 
I certify that 



18a-. 



■this day deposited to the credit 



of the Treasurer of the United States- 
dollars, on account of 



for which I have signed daplicate certificates of deposit. 
$ 



[Back qf cerHJleate.] 




The several paragraphs of Army Regulations (1831) relating to certificates of de- 
posit appear as Exhibit C to this report. 
Kespectfally submitted. 

• John Tweedale, 

l. w. tolman, 
Jacob Frech, 

Members of Board, 



Exhibit A. 



PROCEEDS OP government PROPERTY. 

Section 3618, Revised Statutes, directs that '^ all proceeds of sales of old material, 
condemned stores, supplies, or other public property of any kind, except * » * 
shall be covered into the Treasury as miscellaneons receipts, on account of 'pro- 
ceeds of Government property,' and shall not be withdrawn or applied except in con- 
sequence of a subsequent appropriation made by law." 

The proceeds of sales of the following-named public property pertaining to the 
War Department are exempt from the provisions of the loregoing section (3618, Re- 
vised Statutes). 

(1) The Chief Signal Officer may cause to be sold any surplus maps or publications 
of the Signal Office, the money received therefor to be applied towards defraying 
the expenses of the Signal Service. (Section 227, Revised Statutes.) 

(2) All moneys received from the sale of commissary stores to officers and enlisted 
men of the Arm^, or from the sale of materials, stores, or supplies sold to officers and 
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soldiers of the Army, or to ainy exploring or surveying expedition authorized by 
law, shall respectively revert to that appropriation out of which they were origi- 
nally expended, and shall be applied to the purposes for which they are appropriated 
by law. (Section 3692, Revised Statutes.) 

(3) The proceeds of all sales of subsistence supplies shall hereafter be exempt from 
being covered into the Treasury and shall be immediately available for the purchase 
of fresh supplies. (Act of March 3, 1875, chap. 131, 18 Stat., p. 410,) 

(4) In the case of sale of useless ordnance material on hand in the War Department 
the pioceeds of which shall be turned into the Treasury an amount equal to the net 
proceeds of such sale is hereby appropriated for the purpose of procuring a supply of 
material adapted in manufacture and caliber to the present wants of the war service ; 
and there shall be expended in the War Department, under this provision, not more 
than 175,000 in any one year. (Act of March 3, 1875, chap. 130, 18 Stat., 388.) 

(5) The pioceeds of sales of any sunken vessel or craft and cargo and all property 
therein, removed by. the Secretary of War, shall be deposited in the Treasury of the 
United States to the credit of a fund for the removal of such obstructions to navi- 
gation, under the direction of the Secretary of War, and to be paid out for that pur- 
pose on his requisition therefor. (Act of June 14, 1880, chap. 211, 21 Stat., 197.) 

(6) The Secretary of War is authorized to sell the unserviceable and unsuitable pow- 
der and shot on hand, and purchase similar articles with the proceeds of the sales. 
(Act of March 3, 1881, chap. 135, 21 Stat., 468.) 

(7) All funds arising from the rent of hotel on Academy grounds, and other inci- 
dental sources, are made a special contingent fund, to be expended under the super- 
vision of the Superintendent of the Academy, who will be required to account for the 
same annually, accompanied by proper vouchers, to the Secretary of War. (Mil. Acad, 
appropriation act of May 1, 1888, chap. 212, 25 Stat., 112.) 



Exhibit B. ^ 

Statement of cerUficatea of deposit received and disposed of in the requisition division, 
office of the Secretary of War, during the fiscal year ended June 30, 1887. 



Office. 



Qnartennaster-Grexieral 

Paymaster-General 

Ch'ief of Ordnance 

SignaJ Office 

Engineer's Office 

Surgeon-General 

SuMistence Office 

Office Secretary of "War 
Adjutant-General 

Total 



Number 

of 

certificates. 



2407 

516 

321 

170 

137 

93 

75 

20 

15 



3,754 



Pertaining to — 



Api)ropriar 
tions. 



$398, 192. 03 

325,668.00 

22,872.31 

30, 732. 64 

63,687.85 

14.978.50 

210,462.59 

16,171.* 

7,054.42 



1, 088, 820. 33 



Miscella- 
neous 
receipts. 



$262,131.40 

10.20 

42,903.77 

19, 271. 55 

22,078.68 

2. 106. 85 

64.27 

8, 387. 70 

16.10 



356,970.52 



Total. 



$660,323.43 

325, 678. 20 

65, 776. 08 

50, 004. 19 

85,766.53 

17, 085. 44 

210, 526. 86 

23,559.60 

7,070.52 



1,445,790.85 



Exhibit C. 

paragraphs of army regulations (1881) rbiating to certificates of deposit. 

1598. Every person who shall have moneys of the United States in his hands or 
possession shall pay the same to the Treasurer, and assistant treasurer, or some 
puhUo depositary of the United States, and take his receipt for the same, in dupli- 
cate, and forward one of them forthwith to the Secretary of the Treasury. (R. S., 
sec. 3621.) 

1599. The face of each certificate will be made to show, in writing, to what appro- 
priation the deposit belongs, provided the depositor possesses bvlgd. information as 
may be necessary to enable the depositary to state the same in preparing the certifi- 
cate for issue. (G. O. 65, 1871.) • 

1600. The place, date, and amount of deposit, and the number of the certificate, to-*^ 
gether with the appropriation, if specified, will be noted on the account current or 
other proper return upon which the depositor desires to be credited for the money. 
(G. O. 65, 1871.) 

1601. Whenever repayments are made into the Treasury from funds belonging to 
appropriations, the balances of which have been carried to the surplus fund under 
section 5 of the act of June 20, 1874, and prior acts, the accounting officers of the 
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Treasnry will credit them to the appropriations from whioh they were drawn, under 
the designation of the year for which balances were last carried to the surplus fund, 
or were liable to be so carried, adding thereto the words " and prior years." (Treas. 
Cir. 132,1879.) 

1602. As the certificates of deposit constitute an important check upon the trans- 
actions of the different GK)yemment depositaries, and are required at the Treasury 
Department at the earliest possible moment for verification with the accounts of said 
depositaries, the following regulations concerning their future disposition are pre- 
scribed, which, as they are based upon express provisions of law, will be expected to 
be strictly complied with : 

(1) The originals of all certificates of deposit of any and all public moneys of every 
character and description except as stated in the next succeeding paragraph, should be 
forwarded to the Secretary of the Treasury immediately upon their issue by the 
depositors [not the depositaries], who, before transmitting them, should see that their 
amounts correspond with the amounts actually deposited by them. No letters of trans- 
mittal will be forwarded with these certificates unless in cases where an explanation 
or statement of facts, which could not otherwise appear, is actually necessary. (G. 
O. 7, 1888.) 

(2) Those issued to disbursing officers for disbursing funds deposited to their own 
official credit, subject to the payment of their checks, and more properly called dis- 
bursing officers' receipts, should be retained in their own possession ; those issued for 
the transfer of funds from one Government depository to another should be forwarded 
to the Treasurer of the United States. 

(3) Certificates of deposit issued to military officers, either on account of repay- 
ments, sales of public property, or otherwise, should be in duplicathy the duplicate to 
be retained by the depositors. 

(4) In no case are certificates of deposit required to be filed with accounts rendered 
by Government officers to the accounting omcers of the Treasury Department, nor 
does such a disposition of any certificates of deposit secure to the omcers transmitting 
them proper credits in their accounts. Credits are only given officers in the settle- 
ment of their accounts upon warrants, which warrants are issued by the Secretary of 
the Treasury, and based npon the original certificates of deposit. In taking credit 
in their accounts current, however, for deposits made, officers should state specifically 
the date of the deposit, and the designation and location of the depository in which 
the deposit was made, as well as the source, etc. All original certificates of deposit 
in favor of military officers, the amounts of which are required to be listed and re- 
corded in the offices of any of the heads of the Bureaus of the War Department, will 
immediately, upon their receipt — a record having first been made of them for verifi- 
cation with the proper depositary accounts— be forwarded to the head of the respect- 
ive department to which the deposits pertain for designation of the proper apprupri- 
•tiona, etc. (G. O. 10, 1874.) 

1605. All officers of the Army who shall make deposits of Army funds to the credit 
of the Treasurer of the United States will file with the original certificate of deposit, 
to be forwaided to the Secretary of the Treasury, a statement showing distinctly from 
what source the money was derived, that is to say: 

(1) If the balance of-funds for disbursement, it should be so stated, and the appro- 
priation and fiEcal year correctly named. 

(2) If a refundment of an overpayment, it should be stated when, by whom, and 
definitely upon what movey voucher the said overpayment was made. 

(3) If from stoppages on pay-rolls on account of loss, damage, etc., of property by 
employes, or of sales to them, for which property the depositing officer is himself re- 
sponsible, the character of the property should be mentioned, the date of loss, etc., 
given, and a reference made, as definite as practicable, to the o&Lcet'B property Yoncher 
accounting for the stores involved. 

(4) If from stoppages on account of loss, damage, sale, etc., of property .for which 
some other than the depositing officer is responsible, the name of tho rcspcn^iblo offi- 
cer should be given, together with a list of the persons from whom dednctiors v/ore 
made, stating the character of the property and the amount deducted in each Indi- 
Tidual case. 

(5) In like manner, deposits of funds received from other colle<)tions, from sales of 
snpplies to officers and soldiers of the Aimy, or on account of losses, forfeitures, etc., 
will be specifically and fully explained. (G. O. 93, 1879.) 

1606. A disbursing officer of one st^ff department or Bureau making stoppages from 
pay-rolls and vouchers on account of the funds or property of another staff depart- 
ment or Bureau will, in the absence of special instnictions to the contrary, deposit 
the funds so received, and net leave them to be luransferred upon settlement of his 
accounts at the Treasury. (G. O. 93, 1879.) 

1607. Nothing in the foregoing paragraphs will be construed to affect the system 
of deposits of collections by paymasters of the Army. (G. O. 93, 1879.) 

1608. Every officer who takes out a certificate of deposit for funds obtained from 
any sale of public property will forward, with each original certificate, a detailed 
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statement of the articles sold and the appropriation from which they were originally 
purchased in the following form : 



[To accompany certificate No. , dated - 

Proceeds of Government property. 



.1 



Class. 


Character. 


Purchase appropria- 
tion. 


30 Jane. 


Amonnt. 


1. 

Total miscella- 
oeous receipts . 


2. 


3. 

* 


4. 


5. 


$ 











-, DepotUor, 



NOTES. 

1. Old material, condemned stores, condemned supplies, etc. 

2. Lumber, subsistence stores, forage, instruments, etc. 

3. If unknown, so state it. 

4. Here state the year. 

5. Amount received for item mentioned in second place. 

[Circ. A. G. O., April 12, 1873. J 

1624. For all snch deposits (proceeds of sales) certificates of deposit in duplicate 
or triplicate should be issued by the several depositaries, giving the name and ofScitkl 
title of the depositor, and stating that they are on account of *' proceeds of Govern- 
ment property." The bureau or office to which the property appertains should also 
be given on the face or back of each certificate, and an explanation of the kind and 
amount of property sold, and the original of these certificates should always be for- 
warded to the Secretary of the Treasury as soon as they shall have reached the deposi- 
tor. (G.O. 81, 1872.) 

1626. The furnishing of stores or public property from one Bureau or Department 
of the Government is not regarded as a sale. If money is received therefor, it can be 
used to replace such stores, and will be reported for cover-in to the credit of the ap- 
propriation from which the stores were originally purchased. (G. O. 20, 1874.) 

1681. All funds received from sales, refundments, or miscellaneous sources, except 
as hereinafter provided, will be at once deposited in the nearest United State a depos- 
itory to the credit of the Treasurer of thte United States on account of the appropria- 
tion to which it belongs, if any, and receipts taken therefor. The original receipt 
will be forwarded forthwith to the Secretary of the Treasury, and should show, if 
possible, to what -particular appropriation the money belongs, and for what year. 
For funds thus deposited officers will take credit on their accounts current. (G. O. 
14, 1882.) 

The action taken by the Secretary of War and the Secretary of the Treasury upon 
the recommendations of the board, relative to certificates of deposit, appears in the 
following letter dated June 14, 1888, circular of June 21, 1688, and orders of June 18, 
and July 11, 1888. 

War Department, 
Washington City, JuneM, 1888. 

Sir: With reference to ''certificatea^f deposit" which are referred by you to this 
Department ** for designation of the proper appropriation to the credit of which the 
amount of the within certificate should be covered into the Treasury,'' it seems x>08- 
sible to simplify the routine pursued with advantage to the speedy transaction of 
business, and without detriment to the public service; accordingly I have the honor 
to invite your attention to the following extract from the report on the subject of the 
War Department board on business methods : 

*^Let the certificate, after its receipt and notation in the Treasury Department, be 
immediately forwarded to the Secretary of War, without a wrapper, formal indorse- 
ment, or signature of the chief clerk ; a simple stamp on the back of the certificate, 
showing date of receipt at the Treasury, or fact and date of reference to the War De- 
partment, without signature, being considered sufficient." 

When the appropriation is designated on the back of the certificate in the proper 
bureau of this Department, it should '^be forwarded direct from the hvreau to the 
proper Auditor in order that it may be listed." 

Upon investigation the board fiifds that the wrapper which is placed on the cer- 
tificate of deposit in the Treasury Department receives in this Department two sig- 
natures and two sets'of initials ; is noted on five different books, and the wrapper 
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indorsement on one additional book, and that from three to six weeks elapse before 
the certificate is returned to the Treasury Department. 

Besides the signatures in this Department, three signatures are placed on the 
wrapper in the Treasury Department before the deposit requisition is issued. 

If the proposed change meets with your approval^ it is believed that a comilderable 
saving of time and labor (in both Departments) can be effected without sacrifice 
of accuracy, as it is intended to dispense entirely with the signatures and initials and 
the entering on five record books in this Department, and in lieu thereof to note the 
proper appropriation on the back of the certificates, unless it already appears on the 
face thereof, and to at once forward them direct to the proper Auditor, or, if "mis- 
cellaneous receipts," direct to the ofQce of the Secretary of the Treasury within a few 
working days after their receipt in this Department. 

Your attention is also respectfully invited to the following extract from the report 
of the board suggesting a chance in the form of the certificate of. deposit : 

'* While it is probably not within the province of the board to recommend a change 
of the form of the certificate of deposit adopted by the Treasury Department, our 
investigation has shown the necessity of printing on Government forms, whenever 
practicable, specific directions, so that it may be readily understood what to insert 
therein and what to do with the form when filled out. lb should not depend alone 
on special knowledge or experience, nor upon a search of law and regulations ; the 
form should speak for itself, and thus save time and labor. 

'^The board has searched the law and regulations upon the subject and finds that 
the regulations conflict with each other, and call for information in greater detail 
than is actually desired or furnished. Accordingly, we have prepared a form which 
it is believed will meet all the requirements of this Department, and which we sug- 

fest be transmitted to the Secretary of the Treasury for such amendment as may be 
eemed necessary, and that thereupon it be . substituted for the form now in use. 
The proposed form is as follows : 

Certificate of deposit 
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No 

Original. 
I certify that- 



-,188 . 



this day deposited to the credit 



of the Treasurer of the Uaited States 
dollars on account of 



for which I have signed duplicate certificates of deposit. 
$ 



[Back.] 
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Very respectfully, your obedient servant, 
The Secretary of the Treasury. 



William C. Endicott, 

Secretary/ of War, 
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* [Circular.] 

Wak Depaktment, June 21, 1888. 

The following letter of the Secretary of the Treasury, concerning the action on cer- 
tificates of deposit, is published for the information and gnidance^of all concerned : 

Treasury Department, Office of the Secretary, 

Washington, D, C, June 19, 1888. 

Sir : I have the honor to acknowledge the receipt of your letter of the 14th instant 
suggesting, as a means of simplifying the routine pursued relative to certificates of 
deposit referred to your Department for designation of api>ropriation, that the cer^ 
tificate, after its receipt and notation in this omce, be immediately forwarded to the 
Secretary of War, without a wrapper, formal indorsement, or signature of the chief 
clerk ; that when the appropriation is designated on the back of the certificate by the 
proper bureau of your Department it be forwarded direct from the bureau to the 
proper auditor in order that it may be listed, and tiiat when the uihole or amy part of 
the amount of the certificate of deposit is to be covered iuto the Treasury as a mis- 
cellaneous receipt such certificate be returned direct to this office, the miscellaneous 
receipt to be listed here and the certificate then referred to the proper auditor, when 
a part is to be listed by him. 

The suggestion meets with the approval of this office; the lessor mislaying of a 
certificate occasions considerable delay and annoyance, and it is thought the wrapper 
is .a safeguard against such possible loss, but if it is fully understood in the several 
bureaus of your Department that prompt action be taken whenever the certificates 
are received, and that the certificates will be promptly indorsed and forwarded to 
their destination, the wrapper may be dispensed with, and in lien thereof the cer- 
tificates be sent to your office each day in an envelope, without any official signature, 
but with simply, a notation on the envelope of the number of certificates contained 
therein. A note, however, will be made each day on the books of this office opposite 
each certificate entry, showing date of reference to the War Department. 

It is not deemed practicable to change the fomi of certificate by printing thereon 
the instructions as suggested. 
Bespectfnlly, yours, 

C. S. Fairchild, 

Secretary. 

The Secretary op War. 



Upon receipt of the certificates in a bureau they will be examined, and if the ap- 
propriation is correctly stated on the face, they will be stamped on the back *^ ap- 
propriation designated on face,'' with name of bureau. If not correctly stated on 
the face the appropriation will be designated on the back ; in this case the stamp 
should read ** appropriation designated." 

Except in unavoidable cases certificates of deposit will be sent to the proper auditor 
or returned to the Secretary of the Treasury within two working days after their re- 
ceipt in the bureau. 

By order of the Secretary of War : ^ 

Saml. Hodgkins, 
Acting Chief Cleric, 



War Department, 

June 18, 1888. 
Orders : 

From and after this date the books ** Becord of certificates of deposit '' and 
'^ Moneys repaid or covered into the Treasury," heretofore kept in the division of 
requisitions and accounts, will be discontinued. 
By order of the Secretary of War : 

Sam'l Hodgkins, 
Acting Chief Clerk, 



i 

General Orders, \ Headquarters of the Army, 

No. 52. J Adjutant-General's Office, 

« Waehington, July 11, 1888. 

By direction of the Secretary of War paragraph 1608 of .the Regulations is re- 
voked. * 
By command of General Sheridan : 

R. C. Drum, 
AdJutant'Oineral, 
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Appendix No. 4. 
armt pa7masters' coliiectioks. 

[Memorandum. J 

War Department, 
Board on Business Methods, 

June 22, 1888. 

In considering the subjeot of oertificates of deposit the board noticed that in pay- 
masters' collections funds pertaining to appropriations other than *^Pay, etc., of the 
Army," with two exceptions, are covered into the Treasury to that fund, and after 
such cover-in are, through a long routine of labor, drawn out of that appropriation 
and covered into the appropriation to which they belong. The course pursued is 
shown in the following statement : 

Private Charles Goodrich, engineer battalion, having received transportation &om 
Fort Leavenworth to New YorK City at a cost of $28, that amount is made a charge 
against him, and is collected by the paymaster, F. S. Dodge, who deposits the same with 
other collections for April, 1888, the whole amounting to |750.93, to the credit of the 
Treasurer of the Un ited States. The paymaster reports said collection in his ^ ^ Abstract 
of collections," which he forwards monthly with his accounts to the Paymaster-Gen- 
eral. Upon receipt of the certificate of deposit in the Paymaster-General's Office, an 
examination is made of the '^ Abstract of collections" for April, 1888, and the amount 
of the certificate ($750.93) is designated as pertaining to *'Pay, etc., of the Army, 
$403.36," '^ Clothing and equipage, $346.40," and '' Arming and equipping the militia, 
$1.17." The $28, although belonging to *' Army transportation," is designated as 
belonging to "Pay, etc., of the Army," and is covered into the Treasury by deposit 
requisition to the credit of said appropriation. The Paymaster-General then writes 
to the Quartermaster-General as follows : 

[Letters sent. Form 1 1. ] 

« 

War Department, 
Paymaster-General's Office, 

Washington, June 13, 1688. 

Sir : The appropriations subject to control of your office are entitled to the benefit 
of the sums collected, as stated below, in the account of Maj. F. 8. Dodge, paymaster, 
XJ. S. Army, for April, 1888, and included in the amount of his '* Abs^act of collec- 
tions " deposited by him to the credit of the Treasurer United States. The same 
baving been designated on the deposit certificate for cover-in to *'Pay, etc., of the 
Army, 1888," I have the honor to request that you take the steps necessary to trans> 
fer the amounts to the credit of the appropriation to which they belong. 



Voucher. 


Kame. 


On what account. 


Amount. 


1167 


Charles Goodrich, second. class pri- 
rate, Company C, Engineers. 


Transportation from Fort Leavenworth, 
f Kans., to New York City. 


$28.00 



Very respectfully, your obedient servant. 



The Quartermaster-General, U. S. Army. 



Wm. B. Rochester, 
Paymaster-Generalf U, S. Army, 



And the Quartermaster-General indorses this letter as follows : 

[First indorsement.! 



C. G. S. 



War Department, 
Quartermaster-General's Office, 

June l.'i, 1888. 
Respectfully submitted to the honorable the Secretary of War, recommending that 
the amount be transferred from the appropriation "Pay, etc., of the Armv, 1888,'* to 
"Army transportation, 1888,^' $28. 

S. B. Holabird, 
Quartermaeter-Generalj U, S, Army, 
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The paper is then sent to the office of the Secretary of War^ where it is taken up on 
the docket book, division of requisitions and accounts, as No. 11305, received June 19, 
1888, and indorsed with a. stamp. 

[Second indorsement.] 

War Department, 

June — , 1888. 

Kespectfully forwarded to the Second Auditor of the Treasury for settlement, as 
recommended by the Quartermaster-General. 
By order of the Secretary of War. 

Chief Clerk. 

After being initialed by the chief of the division and signed by the chief clerk, 
the indorsement is press-copied in the requisition division and the paper placed in 
an envelope for delivery to the Auditor. The Second Auditor then prepares a settle- 
ment certificate that there is due from the appropriation for " pay, etc., of the Army, 
1888 " to appropriation ** Army transportation, 1888," the sum of 82o, for which a 
transfer requisition will be issued to draw the amount from the first named appro- 
priation, and a counter requisition to credit the same to the last named appropriation. 
The certificate is then sent -to the Second Comptroller, who admits and allows '* the 
above reported balance " and signs the same. The»settlement is then returned to the 
Second Auditor's office, where it is registered, and it is then sent to t];Le office of the 
Secretary of War, and taken up on the docket book of the requisition division. The 
amount being a charge against the appropriation **pay, etc., of the Army," the settle- 
ment is sent to the Pay master-GeneraPs office, who stamps the same, notes the charge, 
and returns it to the requisition division. The amount being also a credit to ^' Army 
transportation, 1888," the settlement is sent to the Quartermaster-General's office, 
where it is stamped, noted, and returned to the requisition division. 

The settlement, after being checked by the book-keeper, is then ready for requisi- 
tion, and the requisition clerk makes out two requisitions, ** transfer " and " counter," 
and after these are compared they are placed in a basket for the Secretary's signa- 
ture. After signature the ** transfer " is entered in the " Second Auditor's register of 
pay requisitions" and the " counter" in the ** register of credit requisitions," com- 
pared, and charged on the docket book to the Second Comptroller. Similar entries 
are made on the registers of requisitions in his office. The requisitions are initialed 
by a clerk and signed by the Comptroller. The settlement and transfer requisition 
is then sent to the Second Auditor's office for registry and signature of the Second 
Auditor, where the settlement is filed. The counter requisition is sent to the Third 
Auditors office, where it is registered and initialed by the chief of division and 
signed by the Auditor. The transfer and counter requisitions next meet in the war- 
rant division, office Secretary of the Treasury, where transfer and counter warrants 
are prepared and attached to the requisitions, initialed by the chief of division, 
signed by the Secretary or Assistant Secretary, and registered. They are then sent 
to the First Comptroller for countersignature, ** if warranted by law," and then to 
the Register of the Treasury to be registered. 

The further steps, before the funds are drawn from and repaid to the respective 
appropriations, it is not necessary here to follow. It is sufficient to state that all the 
duplication of work and records, initials and signatures can be obviated if the Pay- 
master-General will designate on the certificate of deposit all the appropriations to 
which the funds belong. 

Respectfully submitted to the honorable Secretary of War. 

John Tweedale, 
L. W. Tolman, 
Jacob Frech, 

Members of Board, 

The views of the board were concurred in by the Secretary of War, who issued the 
following directions : 

Respectfully returned to the Paymaster-General, who will take the same action in 
cases of credits for all other appropriations as is now done on account of clothing and 
ordnance stores. 

The proposed change will obviate the long and, in the opinion of the Secretary of 
War, entirely unnecessary routine stated in the accompanying memorandum. 

By order of the Secretary of War. 

Sam'l Hodgkins, 
Acting Chief Clerk, 

War Department, June 22, 1888. 



33 

Appendix No. 5. 

CARD-INDEX RECORD OF ROLLS OF VOLUNTEER ARM7. 

War Department, 
Board on Business Methods, 

July 24, 1888. 

The board having examined into the sabject of copying the regimental muster-rolls 
on file in the Adjntaut-GeneraPs Office, find that on the 22d of March last the work 
of copying the military history of each officer and enlisted man from these rolls on a 
card-index record was commenced. 

The method of work adopted is as follows : The rolls of a regiment, consisting of 
the field and staff, and of the several companies, covering the entire time of service, 
are withdrawn from the files and turned over to the clerks engaged ill copying in the 
register (or card-index record) division, under the charge of Mr. E. A. Woodward. 
All the rolls of a company, consisting of the muster-in, current or bi-monthly, and 
muster-ont rolls, together with individual and detachment muster-out rolls, are 
issued at the same time to a copyist, who copies on a printed form (card-index record) . 
as much of the history of the first man named on the earliest roll as it contains. 
(This form, which is llf inches long and 9| inches wide, is appended to this report 
as Exhibit A. For the sake of brevity it will be spoken of hereafter as a '^ card." In 
the office it is called a ^^slip.'O 

The copyist then takes a separate card for the next name on the roll, and so on until 
he has commenced a separate card for each man borne on the first roll. The cards are 
placed successively together, face down, as the entries are marie, until the entire roll 
is copied. He then lays the copied roll aside and takes up the next in order of date, 
tarns his set of cards face up, and copies the entry opposite the first name found on 
the second roll on the card pertaining to that name, and iu the same manner the entry 
opposite the second name is copied on the card pertaining to that name, and so con- 
tinues until all the entries on the second roll are copied on the appropriate cards. As 
a rule the names appear in the same order on successive rolls. When any roll con- 
tains a name not found on a prior roll, a card is commenced for such name. In this 
manner all the rolls are copied, and the entries for the same soldier all brought to one 
card with only one handling of each roll. 

After the rolls of a company. are copied they are carefully compared by two clerks, 
one reading from the original roll and the other examining the cards. Errors found 
on the cards are corrected by the comparers. 

All the information on the rolls concerning a soldier is copied on his individual 
card except the name of the paymaster who paid him^ whose surname only is usually 
given on the rolls. 

The rolls of three regiments (the 152d, 164th, and 177th, N. Y. Vols.) have been 
copied as above described, and the rolls of nine other regiments (the 155th, 157th, 
161st, 162d, 168th, 169th, 173d, 182d, and 186th, N. Y. Vols.) are in the hands of copy- 
ists. The cards of the 1.52d regiment have been bound in three volumes, averaging 
three hundred and forty cards each. Part I contains the field and stafi', and Companies 
A, B, and C ; Part II, Companies D, E, and F, and Part III, Companies H, I, and K. 
The cards are arranged in separate alphabetical order by field and staff, and by each 
company, making eleven alphabetical lists for the regiment. 

These three volumes are now used in place of the' original rolls of the regiment in 
furnishing information called for by the Commissioner of Pensions, Second, Third, 
and Fourth Auditors, Second Comptroller, Commissioner of the General Land Office^ 
Commissary-General of Subsistence, Quartermaster-General, adjutants-general of 
States, Loyal Legion, Grand Army of the Republic, and individuals, for various pur- 
poses. ■ The search lor the military history of a soldier is by their use reduced to a 
minimum, and the original worn and tattered rolls need not be handled again for that 
purpose. 

In view of the fact that calls for transcripts from the rolls are received at the Ad- 
jutant-General's Office from so many sources, it is the opinion of the board that a 
large amount of clerical work and much dpay would be saved by the printing of 
these card-index records as fast as a regiment is completed, and the distribution of 
copies to the different Bureaus requiring the information ; as in that case no calls for 
that particular information need thereafter be made on the Adjutant- General, and 
the clerks now engaged in auswering such calls could be relieved, one after another, 
and assigned to the pressing work of copying the worn muster-rolls of other regiments. 
The board is also of opinion that all the cards for a regiment should be arranged 
in one alphabetical series instead of eleven, the order in which the One hundred and 
Fifty-second Regiment is bound, thus greatly facilitating the search for the record of 
a member of a regiment w^hose company or rank is not definitely known ; cases which 
must increase in frequency with the lapse of time. 

17958 3 
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Id answer to any objection tbat may be raised to the publication of the informa- 
tion borne on these rolls, on the groaud that it might form a basis for the prosecntion 
of claims against the Government, it may be stated: 

(1) Nearly every State has published the military record of its soldiers who en- 
listed in the Union Array during the late war ; and this record has been compiled in 
part from the rolls in the Adjutant-Generars Office. 

(2) The War Department has published the roll of honoi, showing name, date of 
death, and place or interment of all soldiers burled in national and other cemeteries. 

(3) Under joint resolution of March 2, 1865 (13 Stat., 570), the War Department 
published the Volunteer Army Register, containing the names of all volunteer officers, 
and showing casualties; and, 

(4) In February, 1867, the Senate of the United States authorized the publication 
of the military history of the Union soldiers who served in regiments raised in the 
State of Arkansas, showing name, rank, date of enlistment, muster, discharge or de- 
sertion, date and cause of death, date and nature of wound, and the action in which 
wounded. (See Senate Mis. Doc. 53, Thirty-ninth Congress, second session.) 

The fact that so much of the military history of soldiers of the late war has already 
been published, seems to remove all ground for objection to printing the record of all 
soldiers for the information of the officers of the Government charged with the adju- 
dication of the claims of soldiers or their heirs. There can be no doubt whatever 
that the distribution of such printed copies to the different Bureaus of the Govern- 
ment would materially expedite the public business, and save clerical labor which 
is now expended in making calls in one office, searching the rolls in another, writing 
up the information thus found and sending it to the office making the call ; while in 
the mean time clerks must be constantly employed on the work of mending and copy- 
ing, first, the originals, and then the copies of these rolls, to prevent them from ac- 
tually falling to pieces from incessant wear and tear. 

When the rolls of a State have been printed in the form proposed, it will be prac- 
ticable to arrange the cards in one alphabetical series for the State, thus making it 
possible to find the record of a soldier whose regiment may be unknown ; and with 
the alphabetical arrangement for each State, it would not be a matter of great diffi- 
culty (except in case of common names) to find the record of a soldier whose State is 
unknown, by searching the alphabetical cards of each State. 

In a report of the Senate Select Committee on Business Methods (Report No. 507, 
Fiftieth Congress, first session, pp. 182 to 192), the question of continuing the com- 
pilation of regimental registers of the volunteer forces from the muster-rolls, a work 
that was begun in the Adjutant-GeneraVs Office years ago, as also the question of re- 
producing the rolls by photography, by the platino-type process, and by printing, is 
lully discussed. The reasons for discontinuing the compilation of the regimental 
registers, and for rejecting the proposition to reproduce the rolls by any of the m«ans 
suggested, are clearly and fully set forth in said report, and need not therefore be re- 
peated here. In that report the Senate committee recommend the application of the 
card-index record system to these rolls, and of finally printing these cards in a con- 
densed form and furnishing copies to all divisions and Bureaus requiring the same. 
The report concludes as follows : 

*' In the opinion of your committee this card-index record system is the solution, 
and the only practical, feasible, and economical solution, of the vexed question in 
regard to the preservation of these rolls without further wear and destruction, and 
the placing of the data contained in them in an easily accessible and convenient 
condition for use without the handling of the rolls. 

'^ Your committee, therefore, unhesitatingly recommended the adoption of this system 
to the Secretary of War and the Adjutant-General, and recommend that the work 
upon the volunteer regimental registers be discontinued, and all the available force 
of employes be placed at work in compiling from the rolls upon these card records 
the military history and services, etc., of the officers and soldiers whose names are 
borne thereon, the rolls to be taken by States, and as soon as the rolls, reports, records, 
etc., relating to the soldiers of any one State are completed upon these card-index 
records, then that the card-index records, arranged alphabetically by regiments, with- 
out regard to rank, be printed in sufficient numbers to furnish copies to all the divis- 
ions and Bureaus of all the Departments having any occasion to call for the military 
history, services, etc., of soldiers for any purpose in the work of such divisions aud 
bureaus, and be prosecuted as rapidly as possible until completed as to all the States, 
then printed and distributed as above indicated. 

''When so completed, printed, and distributed, then all the labor in the various 
divisions and Bureaus of all th(3 Departments in writing applications to or calls upon 
the Adjutant-General for information in regard to officers and soldiers, and all the 
labor in the office of the Adjutant-General in searching these rolls and answerin|2^ 
such calls can be dispensed with, and the further use, wear, and tear of the rolls will 
cease, and there will be no occasion to refer to or use the rolls except in case of a dis- 
pute as to the correctness of such card-index record, when the card-index record will 
show the particular rolls to be referred to for verification. 



35 



<i 



The employ^ in any office desiring any information in regard to any soldier can 
by knowing his regiment and State, qnickly take the printed book containing the 
nameSj record, etc., of the soldiers of that regiment and State, and find the informa- 
tion desired as easily and quickly as he could take a dictionary and find the defini- 
tion of any word. 

''This work is so important that it should be prosecuted with the greatest vigor 
and by every available employ^, and, if necessary, there should be an additional force 
provided for." 

It has been estimated in the Adjutant-GeneraVs Office that there are 402,916 sep- 
arate rolls, or 22,'^ sets of successive rolls of companies or equivalent organizations, 
averaging 18 rolls to a set. The total number of men furnished daring the late war 
under the difi'ereut calls of the President is reported to be 2,778,304, and there were 
organizations in service equivalent to 2,047 regiments of 10 companies each. (Phis- 
terer's Statistical Kecord, p. 23.) Estimating that the total number of cards to be 
made will nearly eq^ual the total number of men furnished, there would be 1,356 cards 
to each average regiment. It is thought that from 6 to 7 average cards can be printed 
in brevier type, in solid form, upon an octavo page (7^ by 4| inches); that all the 
cards could be printed on 463,051 such pages. To print each regiment separately will 
require about ^,047 volumes of 212 pages each. 

The following estimate shows the cost of printing each volume : 

Estimated cost of printing 300 copies of a book of 212 pages, brevier type,- octavo 
size, 100 copies interleaved, and bound in half sheep, and 200 copies stitched and 
trimmed : 

Composition $416.00 

Stereotyping 76.80 

Press-work '. 13.33 

Folding : ^ 6.40 

Paper for 200 copies (48 pounds) 7.20 

Paper for 100 copies (interleaved ; 48 pound paper) 7. 20 

Binding and interleaving > 75.00 

601.93 

The cost of printing and binding the entire 2,047 volumes, at an estimated cost of $600 
a volume, is $1,228,2%. Omitting the cost of binding will reduce the estimate $150,000 
in round numbers. 

In order that the precise cost and utility of the printing of these card-index records 
may be practically tested, the Board recommends that the cards of the One hundred 
and sixty-fourth Regiment of New York Volunteers, just completed, be printed as 
soon as possible, and copies distributed to the various divisions and bureaus of the 
Departments now making calls for information from the rolls. This will cost about 
$600. 

With the view of facilitating the work of the copyists in the preparation of the 
cards, the following remarks and recommendations are also respectfully submitted 
for consideration : 

In the operation of copying a roll it was observed that the copyist unfolds it and 
lays it flat on his desk before him. As it is quite lar^e, bein^ 21 inches from top to 
bottom and varying in width from 2Sr to 31 inches, it is difficult to read all the entries 
on it, especially where they are closely written or obscured by blots, and the roll 
mnst consequently be frequently picked up from the desk and brought closer to the 
eye or the clerk mnst get up from his seat and lean over his desk to decipher the 
entry. To avoid these frequent interruptions to the progress of the work, it is sug- 
gested that a suitable cylinder be provided for each copyist, to be made of light 
material and of such dimensions that a whole roll can be spread out on its surface 
and clamped to it ; the cylinder to be erected on a stand, and to be so attached that 
it will easily revolve; a horizontal bar or guide to be fastened to the stand, or the 
cylinder, on the side, facing the clerk, so that he can always have the entry he is copy- 
ing, appear immediately above the guide. It is believed that such device will ma- 
terially facilitate the work of the copyists. Possibly two small cylinders would 
answer the purpose better than one large one ; this can be best determined by actual 
experiment. 

It is also recommended that hereafter, when a call is received for the full military 
history of a soldier from the rolls of a regiment which has not yet been carded, that 
the searchers fill up a card for such soldier similar to and containing as full informa- 
tion as those prepared in the card-index record division, adding thereto, of course, 
the result of the search made of any other record to answer the call, and further, 
that a mark be then placed opposite the name^ of such soldier, say on the nfnster-out 
oil, to indicate that his record has been carded. , These card forms should be printed 
in copying-ink, the record inserted in copying ink, and then press-copied, the press 
copy to be sent to the office making the call, with a statement stamped thereon in 
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these or other suitable words: " This is the fnll military history of the soldier named 
herein, and is furnished in answer to the call of the Commissioner of Pensions of 



**R. C. Drum, 
Adjutant-General." 

Similar stamps should be prepared for other offices making calls. 

After being press-copied the cards should be filed alphabetically by regiments, and 
when another call from any office for one of these soldiers comes in, his history need 
not again be searched, but the call can be answered directly from the card. 

The benefit is obvious. The card-index will immediately be commenced with a 
large force, and what is more important, a force of skilled men. The board is in- 
formed that the copying force at present engaged on the card-index is not a skilled 
force, and that many mistakes are made, to be finally corrected by the comparers. 

To the objection that cards made as above recommended would not be compared, 
we would answer that the replies now made to the Commissioner of Pensions and 
others are not now compared, or researched, but the call is answered upon the one 
search made by the skilled searcher. So the card now recommended will be made 
upon the one search of the skilled searcher ; it will be just as accurate, just as valu- 
able as the present system, and moreover the labor expended in the search is pre- 
served for future use, which is a great gain. Under the present system each subse- 
quent call received requires another original search of the rolls. 

When the rolls of a regiment are taken up to be copied in the card-index record 
division these cards can be taken from the temporary file in the roll-room and placed 
with those to be made by the copyist. 

During the three years, 1884-'y5-*86, there were received in the Adjutant-Generars 
office 1,106,907 calls for information from the volunteer rolls. At this rate the rolls 
are searched for every man in service during the war once every eight years. It will 
therefore be readily seen that during the past twenty years the rolls have been searched 
over and over again for the same information in many cases. In one case it was as- 
certained that there had been 15 calls at different times for information about the 
same man. While the time required to make a separate index-record card for a sol- 
dier, when his case is being reported on, may delay the reply to such call to some ex- 
tent, there is no doubt that in a comparatively short time this delay would be com- 
pensated for by the facility with which all subsequent calls in such cases can be 
reported on. 

ESTIMATE OP TIME REQUIRED TO COMPLETE CARD-INDEX. 

The law requires 200 of the clerks in the Adjutant-General's office to be '' exclu- 
sively engaged in preparing and making reports to expedite the settlement of pension 
applications and soldiers' claims." 

There were in the Army during the war of the rebellion an equivalent of 2,047 reg- 
iments. (See Statistical Record of the Army of the United States; Phisterer, p. 23.) 

Assuming that 200 clerks are engaged on the rolls of 2,047 regiments and records 
connected therewith, the proportion for each clerk is the rolls of ten regiments ; so 
when the rolls of ten regiments are carded 1 man of the 200 could bejspared to work 
with the men engaged in making the card record index if he was at work all the time 
on the rolls, but haU of the time he is searching other records ; therefore one man can 
not be spared until about 20 regiments are carded. 

In other words, if one man is engaged half of his time in searching 10 regiments, 
then when 20 regiments are carded half of the time of 2 men can be spared, which 
is equal to the entire time of 1 man. This is more apparent when we consider that 
such calls as are made by the Pension and other offices, when the card-indexes are 
printed, will be for information from the other records of tbe Adjutant-General's of- 
fice, and not from the rolls which have been printed. The following table shows the 
average number of calls received every month in the two divisions of the volunteer- 
roll rooms, Adjutant-General's office: 



Year. 



1884 
1885 
1886 
1887 



Totid average namber of calls answered by one clerk in one 
month 



Average 

number of 

calls per 

month. 



25,276 
28, 791 
34,859 
36, 794 



Number of 
employes. 



192 
176 
168 
182 



Average 
number of 

calls an- 
swered by 
one clerk m 
one month. 



131.6 
163.6 
207.5 
202.1 



704.8 



176.2 
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These calls now require a search not only of the rolls, but of other records which, 
it is stated, take as long to searcli as the rolls ; consequently, when 10 regiments are 
carded and printed the work on 176 of the calls will be reduced but one-half, and not 
until about 20 regiments are carded can the services of one clerk be spared from the 
roll-rooms for work on the card-index record. 

This conclusion agrees with the conclusion i^rrived at above. It intro4uces, how- 
ever, a new element into the calculation, viz, whether there will beany falling off in 
the number of calls after the card-index record is printed. It would seem reasona- 
ble to conclude that there would be a large reduction, but the clerks who have been 
questioned answer in the negative. They say the field of inquiry or search will be 
reduced about 50 per cent, when the index is printed, but that the number of inquiries 
will remain about as at present. This impression is based upon their present expe- 
rience, and while it may be correct, actual experience after the index is printed can 
alone determine the fact. 

For the purpose of this calculation it will be assumed that one clerk can be trans- 
ferred from the rolls to the card-index work when about 20 regiments are carded. He 
can be spared whether the index is printed or not. When carded the Information in 
an individual case is at once available without further search. 

There are 34 men engaged now (July, 1888) in making the card-index record. 
There were 30 engaged in the work in June (part engaged in copying and part com- 
paring), and it is reported to the Board that this force can complete 3 regiments of 
infantry, equal to 30 companies, each month; so that 1 company is completed each 
month for each man employed. The 30 men engaged on this work in June can com- 
plete 36 regiments, equal to 360 companies, in a year. At the end of the first six months 
one man is added for the 18 regiments then completed. 

With these elements as a basis, the following computation shows how the work will 
progress : 
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From this table it appears that, commenclDg with 30 clerks, the average accretions 
haye been one man every five and one-fifth months, that the force has doubled in 
thirteen years, and in that time the rolls of 633.6 regiments have been carded. 

With 90 clerks the work can be completed in thirteen years ; with 120 clerks, in 
eleven years; with 150 clerks, in nine years; with 180 clerks, in eight years; with 
210 clerks, in seven years; with 240 clerks, in six and one-half years ; with 270 clerks, 
in five and one-half years ; with 300 clerks, in five years. 

The work has been in progress but four months ; with time the clerks will become 
more expert and the time for completion of the work can doubtless be shortened. 
If it should be decided to print the card* index the board is of opinion that there will 
be a falling off in the numSer of calls, which will be felt in every branch of the ofiQce 
where such calls are noted, searched, answered, or initialed, and the expedition with 
which the calls can be answered will largely reduce the inquiries made with reference 
to cases which have been delayed. 

It is admitted that something must speedily be done to preserve the rolls. They 
are now so dilapidated that many of them crumble to pieces at the folds whenever 
they are opened. How long they will last can not be determined accurately ; with 
the present handling, perhaps not more than eight years. To make a card-iudex of 
the rolls in eight years 180 clerks should now be put upon the work, or 150 more than 
are now employed. - Can that number be spared without delaying other work f 

To answer this question we must consider for a moment the work in the record 
and pension division of the Surgeon-GeneraPs office. There the card-index of hos- 
pital registers of the war period will be completed within a year, and 100 clerks can 
then probably be transferred to the work of card-indexing in the Adjutant-GeneraPs 
office. Within a year, therefore, the work can be commenced in the Adjutant-Gen- 
eraFs office with 130 clerks, and no doubt sufficient force can be added to complete 
it in eight years, and without any incroase of appropriations.' 

There is another alternative which will relievo a number of clerks in the Adjutant- 
General's office and tend to simplify the records. In March, 1684; the Surgeon-Gen-^ 
eral transferred to the Adjutant-General **all hospital registers and prescription' 
-books, and all field registers and prescription books, so called, of State and Territo- 
rial regimental volunteer organizations, also of United States white and colored 
troops serving as complete regiments or battalions.'^ These were added to a mass of 
similar records in the Adjutant-General's office. These records contain much valu- 
able information, but are difficult to search and take much time of the searchers. 
The information they contain is analogous to the information in the Surgeon-Gen- 
eral's office, and which is now being carded. If these records were transferred to 
the Surgeon-General's office the information they contain could be added to the card- 
index now approaching completion. The transfer of these records would enable a 
clerk in the Adjutant-General's office to answer many more calls than at present, 
and consequently a number of clerks could at once be available for work on the 
cards. 

While the board has not yet traced in detail the different classes of cases through 
the office, it finds that in the pension-record division 9 clerks are employed in record- 
ing calls for information from the volunteer rolls and records, and distributing them 
to the two divisions of rolls and records for search. This record is kept in order that 
the nnmber of calls received and answered may be known, and that inquiries regard- 
ing their status may be replied to. If the 9 clerks in this division were fissigned to 
the work of answering calls, about 70 more cases a day could be reported upon ; thus 
lesEtening the number of inquiries concerning delayed cases, saving the delay of two 
days now caused by entering and charging out the cases in the seven books, increas- 
ing the output of the office by about 1,700 cases a month, and hastening the transfer 
'of clerks from the work of searching the rolls to that of making index-record cards. 
To readily find a case the date of the call must be given, otherwise the search must 
he made in three books for a case one year old. If all calls were answered promptly 
(say within one week) it is apparent that there would be but very few inquiries 
about delayed cases. After the calls have been answered the records are of no use, 
as a second call for information concerning the same man is entered anew, the pre- 
vious ent^ not being looked up. 

In the Paymaster-General's office no record is kept of the calls (about 2,400 a 
month) for information from the volunteer records in his office, for the reason that to 
do so would delay the answering of calls. They are now simply stamped with the 
date of receipt and counted. If in place of the date of receipt stamp now used in 
the pension record^ division, Adjutant-General's ofiice, an automatic numbering and 
dating stamp were used, it would both show the date of receipt and accurately count 
the cases at one operation. 

The board recommends that the pension-record division of the enlisted volunteer 
pension branch be discontinued, and that the clerks employed therein be assigned to 
answering calls from the pension and other offices 
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The nnaiuiwered calls in the first and second divisions of the volanteer rolls and 
records on band July 1, 1888, were 11,986, some of the uncomplicated pension cases 
beiug three weeks old, while some complicated pension cases are two months old^ and 
the calls from the Second Auditor's office three months old. The board is of opinion 
that measures should be at once taken to bring this work up so that no calls shall 
remain unanswered longer than one week. 
Respectfully submitted. 

John Twbsdaue, 
l. w. tolman, 
Jacob Frech, 

Members of Board, 
Hon. William C. Endicott, 

Secretary of War, 



Exhibit A. 

Bosworih, Clement A, rank, private Co, A, lS2d llegH, New York Infantry (€l9tk 2f, T, 

8. N. G, A,), 



Co. M. I. roll, 
dated.* 


Age. 


Banl:. 


Day. 


Month. 


Tear. 


Where. 


By whom. 


Term. 


Enrolled ........... 




Private 


12th. 


Sept.. 


1862 


New York.. 


Capt. Sullivan 


3yr8. 







* Mastered in Newport News, Va., Nov. 17th, 1862. 

Kemarks : On detached service in New York since Nov. 8th, 1862, by order of Col. Marphy. No. 
and date order unknown. 



Muster roll 
for— 


Last paid. 


Bounty. 


Clothing. 




Paid. 

I>oU$, 


Due. 
DoUt. 


Date of last 
settlement. 


Drawn since. 
JjoUt. 


Remarks. 


1862. 
Nov.l7 






Present. On detached service 


Nov. 17 to Deo. 










#••••• •*•••«•• 


at New York since Nov. 8, 
1862, by order of Brig. Geik 
Corcoran. No. and date of 
order unknown. 
Present. Not vet mustered 


31. 

1863. 

.Tan . anii "Ffth 












into U. S. service. Beceived 
no pay. 

Present. Not mustered into 


AT>r 10 












U. S. service. 
Present. 


Mar. and ABr. . 










•••«••/••«•••• 


Present. Never received any 
pay from date enlistment. 
Mustered in Apr. 29, at Suf. 
folk, by Lieut. Hunt. 

Present. 


May and June . 
July and Aug.. 

• 

Wov and Dac . . 


Apr. 30 






. 




June 30. '63.. 










AhAAnt. DAtar.hed in Nfnv 


June 30 

June 30 


.... 








York for conscripts by or- 
der of Gen. Hemtzleman. 
Absent. Detached in New 


1864. 
JTim ami Feh . 


• 






York for conscripts by order 
of Gen. Heintzleman. 
Absent. Detached in New 


Mar. and Anr.. 








York for conscripts by order 
of Gen. Heintzleman. 
Present. Betnmed from de* 


\f Av frnd Jim A 




1 






tached service in New York 
and arrest for desertion 
therefrom. Due XT. S. for 
clothing, $0.54; for arrest, 
$30.00. 

Absent. Wounded May 22. 

Present. 


July and Aug.. 
Sept. and Oct . . 


Dec. 31, '63.. 
Aug. 31 


:::;:. i::::;; 


.............. 




1 
,.,... 1 






Present. Due U. S. bounty, 
$27.00. Due by U. S. for 
clothing not drawn, $16.89. 










* 
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BoiW9rtk, Clement A., rank, pHrate Co. A, IBSld Reg% New TorJc Infantry (6da N. 7. 

8, N. G. A, )— Continued. 



Hnster roll 
for— 


Last ppJd. 


Bounty. 


Clothing. 




Paid. 


Dae. 


Date of last, 
settlement. 


Drawn since. 


Ramarka. 


1864. 
Nov. and Xitwt . . 


Aug. 31 


DoOa. 


DoOa. 




DoUi, 


Prevent. Due U. S. boianty 


1865. 
J^Dr and Yfh 


Deo. 31. '64 .. 










ri7.00. Due by U. S. for 
clothing, $16.89. 
Corporal. Presence or ab* 


Mar. and Apr . . 

• 

May and June . 


Dec. 31. '64 .. 










sence not stated. Charge 
for one cartridge-box belt. 
Present. Dae IT. S. for dotii- 


Dec 81. '64 .. 










ingoverdrawn$2.37. Charge 
for one cross>belt. 
Present. Due IT. S. for cloth* 












Ing overdrawn $2 37. Charge 
for one cross-belt. 



Mustered out: With company. 



• 


When. 


"Where. 


Last paid. 


Clothing. 


Bonnty. 


Equipments 
lost, etc. 
Retained. 


Rank. 


Day. 
15 


Month. 


Tear. 


Last settled. 


Drawn 
since. 


• 

'3 
25 


• 

1 

75 


Corporal. 


Jaly-. 


1865 


Near Washing- 
ton, D.C. 


Dec. 31, 1864 


Sept 1,1864 


$54.50 


#6.00 



Remarks : Charge for one cross-belt. Age 27 years. 



Month. 


1 

Regimental returns. 


Month. 


Regimental returns. 


* 






• 



REMARKS ON EEPOBT OF THE WAR DEPARTMENT BOARD ON BUSINESS 

METHODS. 



CARD-INDEX RECORDS OF ROLLS OF THE LATE VOLUNTEER FORGES. 

Tlie narrative portions of the report is an accarate description of the minutisB of 
the work of transcribing on printed forms of ** card-index record" all the informa- 
tion the rolls ait'ord concerning the military history of a soldier. 

The first recommendation of the Board is for printiDg the card-Index records *^ as 
fast as a regiment is completed, and the distribution of copies to the different Bureaus 
requiring the information." 

I can not concur in this recommendation, for the following reasons : 

1. The time that would be required in reading and correcting proofs would neces- 
sarily retard the prompt preparation of answers to calls for information from the 
Pension and other Bureaus. 

2. The record given in the cards, while correct so far as the rolls are concerned, is 
not absolutely reliable, as in many instances the entries on the rolls are reliable only 
when verified by other records not entered at present on the cards. As the dual pri- 
mary objects of the card system are to obviate the handling of the rolls and to record 
in compact form the information they contain, hence no part of the record of the 
soldier coutMned in company and regimental books, and other records, is now entered 
on the cards, as to do so would greatly retard the copying of the rolls, which is the 
primary object. I desire to emphasize this fact to correct a widespread opinion that 
a ooraect abstract from the rolls furnishes a complete military history of any given 
man. 
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In view of this fact the printing of the card-index record at present would not be 
of benefit and the distribution of the record cards to other Bureaus would be open to 
serioas objections and tend to confusion. 

The supposed objection to the recommendation of the board, that such publication 
might aii'ord the basis for the prosecution of claim's is, as represented by the board, 
without yalid ground, and is not considered. 

The real objection is that the record given by the cards, while correct as to the rolls, 
is incomplete, and, as stated above, in many cases the entries on the rolls are shown 
on investigation of other records to be erroneous ; while, as stated by the board , 
many of the States have published the military records of their troops duriug the late 
war, based, in part, on data furnished by this office; such printed records are simply 
historical, and it is suggested for careful consideration whether similar records printed 
for this office could properly be accepted by the auditing officers as the " official " basis 
for action. 

All complex systems of necessity involve division of duties and responsibilities. It 
is a correct rule of our administrative systems that thp auditing officers of the Gov- 
ernment are dependent on other officers for the official iu formation needed to enable 
them to pass on the validity of claims, and, therefore, even if absolutely com^flete mili- 
tary histories were now compiled in this office, the printing of such records and dis- 
tribution to other Bureaus of the Government would present a grave question, as iu 
this case. For instance, for volunteers, the military records of this office would vir- 
tually be transferred to the Pension Office, and the Adjutant-General, instead of an 
active executive officer, would simply become the mere custodian of the original rolls. 
For these reasons the further recommendation for the printiuii and distribution of the 
cards of the One hund;red and sixty -fourth New York Volunteers, just completed, is 
not concurred in. . • 

The next recommendation of the board is that all the cards for a regiment should 
be arranged iu one alphabetical series instead of by companies, and the reason assigned 
is that such an arrangement would facilitate the search for the record of a member of 
a regiment whose rank and company is not remembered by him, or known to his 
friends; cases which, the board adds, must increase in frequency with the lapse of 
time. 

The existing system of military records, National and State, aff((^ds such facilities 
for locating individual soldiers by companies that the reason given for the change to 
a regimental arrangement of names loses much of its force, and it is not therefore 
deemed advisable to change the present method of arrangement by companies, which 
preserves intact the unit of military organization throughout the service. 

The suggestion that when the rolls of. a State have been printed it will be practica- 
ble to arrange the cards in alphabetical series for the States, simply tends further to 
obliterate all military organizatirins, converting military records into a vast agglom- 
eration of individual records without relation or co-ordination, and its supposed ad- 
vantages are not commensurate wirh the utter impossibility, without reference to the 
original rolls — a reference which the card system renders unnecessary — to determine 
the personnel of a given command. 

To facilitate the work of the copyists in the preparation of the cards the board 
suggests the adoption of cylinders on which the rolls may be mounted while being 
copied. 

While no special objection is seen to giving this decision a practical test, and the 
size and condition of the roll (repaired, when needed, before being given to the 
copyist) not considered a serious drawback to the copyist, it is thought that to place 
a roll on the cylinder, clamp It, the continuous changing and clamping would neces- 
sarily consume more time than at present with the use of long steel rulers, readily 
moved from line to line as needed. 

The fourth recommendation of the board is that hereafter when a call is received 
for the full military history of soldiers from the rolls of a regiment which has not yet 
been carded, that the soarchers fill up cards similar to those prepared in the card- 
index record division, adding, of course, result of search made of any other record to 
answer the call. These cards to be printed iu copying ink and press-copied. The 
press-copy to be furnished the officer making the call, while the original cards should 
be filed alphabetically by regiments, thus furnishing ready information for any sub- 
sequent calls in those cases. 

It is not possible, in this brief paper, to do more than indicate some of the many 
practical reasons which should prevent the adoption of this purely theoretical 
recommendation. 

A card-record slip is a full record of entries found opposite the name of a man on 
the muster-in, muster-out, and each and every intermediary muster roll; while, in a 
report to the Pension Office, after noting date of commencement of service, the clerk's 
examination of subsequent rolls is limited to observing whether the soldier is re- 
ported "present," without making a record of each entry, until he reaches a roll in- 
dicating a change of status. 
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One is a complete record of entries made on the original rolls, the other is a brief 
r^snm^ of seryice, and it is hardly necessary to add that an attempt to combine them 
wonld entail great loss of time in the preparation of reports. 

The card-record slip is carefully verified. The report is simply examined before 
being sent out. The first can be accepted as an official permanent record ; the sec- 
ond, for obvious reasons, can not and should not. 

Twelve thousand reports are made monthly. To press-copy them wonld divert 
much time from more important work, not to speak of additional time required to 
properly assort the originals. Another consideration is that the crowded condition 
of the rooms affords not an inch of space for the filing of these numerous papers. 

The statement that in view of the approaching completion of the work in the pension 
and record division of the Surgeon-GeneraPs Omce, one hundred clerks can probably, 
a year hence, be transferred to the record slip division of this office, is one, when the 
time arrives, for the action of the Secretary of War. It is unnecessary to add that 
such a large addition to the force would very materially increase results, and if suit* 
able accommodations be provided, such a transfer will be highly desirable. The 
regular force of the record slip division is increased as rapidly as consistent with the 
volume of business in other divisions. The reduction of business oounected with 
answers to calls for information from the rolls depends necessarily on the number of 
such calls received, and this number can not be anticipated. For instance, while the 
monthly average of calls received since July, 1887, has been 11,921, the number re- 
ceived in February, March, April, May, and October of this year has ranged from 
13,174 to 17,205. 

The alternative is suggested by the board that all hospital records, by retransfer 
to the Snrgeon-Generars Office, would relieve a number of clerks in this office and 
that such a transfer would enable the office to answer many more calls. 

Prior to 1864 hospital records of every description were found in the Adjutant- 
General's and Surgeon-GreneraPs Offices, and with a view to a proper division of this 
class of records, an arrangement was carried out, with the sanction of the Secretary 
of War, whereby all records of regimental hospitals then with the Surgeon-General 
were transferred to this office, while to his office were transferred all medical records 
not subtly regimental, viz, records of medical directors of departments, general, corps, 
division, and brigade hospitals, etc. 

The proper division brought together, in this office, all military records of soldiers 
while under regimental control, and has resulted, as anticipated, in greatly facilitating 
the rendition of reports and simplifying the business between the two offices and the 
Pension Bureau. 

The alternative proposition should not therefore be entertained, as its direct effect 
would be to recreate the confusion of records existing prior to 1884. 

The last recommendation of the board is to discontinue the pension record division. 
Unless it is formally assumed that the numerous calls, verbal and written, from Sena- 
tors, Members, and others, for information, should be disregarded and left unanswered, 
the pension record division is a necessity and its existence very materially lessens the 
time needed to answer such calls, and assures to the office a concise record of all cases 
received and answered. 

Respectfully submitted. K. C. Drum, 

Adjutant-General, 

[Received, War Department, January 3, 1889.] 



War Department, January 18, 1889. 

Having carefully considered the report of the board on the ^^ card-index records of 
the rolls of the late volunteer force" and the remarks of the Adjutant-General thereon, 
1 am of opinion that a practical test of the value of the system, which has been com- 
menced, can only be made by printing and distributing to the proper officers the 
card-index of the muster-rolls of one regiment. 

It is therefore ordered that the card-index of the rolls of the One hundred and 
sixty-fourth New York Volunteers be printed and, to facilitate search, that the cards 
of said regiment be arranged in one alphabetical list. Requisition will accordingly 
be made upon the Public Printer for not less than three hundred copies of the work, 
the printed volume to contain a statement on the title-page that it is a transcript of 
the muster-rolls only. 

When printed the book will at once be distributed to all officers of the Government 
who need a copy in the performance of their duties. Each officer to whom one or 
more copies may be sent will be requested to report as early as possible whether the 
book is of value in the dispatch of public business. 

This will enable the Department to report to Congress definite information as to 
the cost and value of the work. 

William C. Endicott, 

Secretary of War, 
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Appendix No. 6. 

CRBDIT REQUISmONB. 

War Departmknt, 
Board on Business Methods, 

August 6, 1888. 

The following letter from the Secretary of the Tfeasury conyeyinf^ recommendatioDs 
of the Treasury Commission that the War Department prepare credit requisitions from 
lists of deposits famished by the book-keepers diyision of the Third Auditor's office, 
was referred to this board by the Secretary of War : 

Treasury Department, Office of the Secretary, 

Washington, D, C, July 21* 1888. 

Sir : I have the honor to invite your attention to the following recommendations 
of the Treasury commission, being certain changes in' the present business methods 
in the book-keepers division of the Third Auditor's office, viz : 

(1) That certificates of deposit issued by national banks and by the Treasurer and 
assistant treasurers, to the order of the various United States disbursing officers, be 
listed on one and the same list, the heading of said list to read ^'U. S. Treasury and 
National Banks.'' 

(2) That, at option, more than one certificate of deposit be listed on each of the 
lists sent to the Commissioner of Pensions for requisition to issue. 

(3) That the War Department and the Interior Department be requested hereafter 
to make out their own credit requisitions from the lists sent to them from the book- 
keepers diyision of the Third Auditor's office. 

As the recommendations include a request that your Department hereafter make 
out your own credit requisitions which appear to have been heretofore made out in 
the book-keepers division of the Third Auditor's office, I have the honor to submit 
the matter for your consideration, and, if approved by you, to request that you issue 
the necessary instructions to carry into effect the changes recommended by the com- 
mission so far as they relate to your Department. 

If the proposed change meets with your approval, please so advise me, and any 
blank requisitions now on hand in the Third Auditor's office, or farther details con- 
cerning' the work desired by you, will be furnished. 
Kespectfully, yours, 

G. S. Fairchild, 

Secriiarg, 
The Secretary of War, 

Upon investigation it is found that deposit requisitions are prepared in the office of 
the Second and Third Auditors, for the signature of the Secretary of War, from de- 
posit lists made up from the certificates of deposit passing through those offices ; that 
the unsigned deposit requisitions are forwarded to the Secretary of War for signature, 
together with the deposit lists upon which they are based; that while it is not known 
under what order or understanding the practice of preparing these requisitions in 
the Treasury Department arose, it has been found to be a convenient arrangement, so 
far as the War Department is concerned, as this Department is saved that much cler- 
ical labor, the number of credit requisitions received per month averaging one hun- 
dred and fifty. 

The Treasury commission recommends that the War Department be requested here- 
after to make out its own credit (deposit) requisitions from the lists sent to it from 
the book-keepers division of the Third Auditor's office. 

Considering the two Departments together, the change if adopted, would neither 
increase nor diminish the amount of clerical labor now bestowed upon these requisi- 
tions, and therefore no reason can be assigned why the War Department should not 
prepare its own requisitions. 

The board is of opinion, however, that a great amount of clerical labor can be 
saved in the two Departments, and the multiplication of papers avoided by the adop- 
tion of a form upon a sinele sheet of paper, which would answer all the purposes of 
the three papers by which War Department deposits are now covered into the Treas- 
ury, and known respectively as '^ a deposit list," a "deposit requisition," and a "re- 
pay covering warrant." 

This consolidated form, or " deposit list-requisition-warrant," is appended to this 
report as exhibit A. 

It will be found to differ from the present form of deposit lists (see Exhibits B, £, 
fl, L, O, and K) in that it contains six separate columns for appropriations, thus alV>w- 
iug of the entry on one line of a deposit of moneys pertaining to different appropria- 
tions ; the present form requires a separate line for each appropriation to which a de- 
posit pertains. * 

A separate column for such moneys of the deposit as pertain to '' miscellaneous re- 
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oeipts '^ dispenses with the necessity of making a separate ezplttnatory note, which 
is now made on the deposit lists. (See Exhibits B and E.) 

The introduction of separate columns for different appropriations permits of the 
entry of many more deposits on a list of the usual size, and in order to iUu8trat>e this 
graphically six actual deposit lists (Exhibits B, £, H, L, O, and R) which accom* 
panied six requisitions prepared for the signature of the Secretary of War in the 
book-keepers division of the Third Auditors office, have been entered on the one 
consolidated form (Exhibit A). Copies of the six requisitions referred to are also ap- 
pended to this report as Exhibits C, F, I, M, P, and 8. It will be observed that the 
order of the entries as they appear on deposit lists must be rearranged on the requi- 
sitions now in use in order that all the deposits relating to anv one appropriation may 
appear together, and the amount deposited to the credit of each appropriation be 
clearly represented. 

The proposed form meets this requirement fully as each appropriation has a sepa- 
rate column. Should tbe list embrace moneys deposited to the credit of appropriations 
having the same title, but pertaining to two different years, this distinction can 
readily be made by footing the total for each year separately, and indicating the years 
opposite the respective totals. 

On the reverse side of the form, will be found a complete requisition,, and a com- 
plete warrant, each so worded that it will not be necessary to repeat any of the items 
noted on the list of deposits except the number of the deposit list, and the total 
amount to be " covered in." 

The requisition and warrant so appearing on this form, answer the purposes of the 
six requi6tions appended to this report as Exhibits C, F, I, M, P, and S,- and the six 
warrants appended as Exhibits D, 6, K, N,Q, and T. 

The board is informed that the deposit lists, requisitions,, and warrants are filed in. 
separate offices in the Treasury Department ; should this not prove to be an insuper- 
able objection to the consolidation of the three documents into one, it is evident 
that a large amount of clerical labor would be saved, for after a list is prepared it 
will no longer be necessary to— 

(1) Se-arrange the items on the list according to appropriation. 

(2) Make new computation of totals in accoidance with such arrangement. 
(30 Copy the re-arran^ed list on the requisition. 

(4) Examine the requisition to see that it is a correct copy. 

(5) Copy tbe requisition on the warrant, and 

(6) Examine the warrant to see that it is correctly copied. 

But this is not all that the proposed blank will accomplish. While it may require 
eight signatures, the number affixed to the list, requisition, and warrant now in use, 
so much space is gained by the introduction of columns for separate ap|)ropriations 
that the blank will ordinarily take the place of six or more sets of deposit lists, requi- 
sitions and warrants. The six sets of lists, requisitions, and warrants appended to 
this report require forty-eight official signatures, viz, each of the six lists is signed 
by the chief of the warrant division, Treasury Department ; each of the six requisi- 
tions is signed by the Secretary of War, the Second Comptroller, and the Tbird Au- 
ditor ; each of the six warrants is signed by the Secretary of the Treasury, the First 
Comptroller, the Register, and the Treasurer. Tbus one paper is substituted for eight- 
een, and eight signatures for forty-ei^ht. This reduction in bulk of papers is alone 
an important consideration in view ot the large number of deposit lists, deposit requi- 
sitions and repay warrants that are made out during the year, from all of which 
would be eliminated the chance of error likely to arise in copying from one paper to 
another, and from a second to a third, and rendering entirely unnecessary the work 
of comparing these copies. 

Should such form be adopted the book-keepers division of the Third Auditor's of- 
fice would be at once relieved from the task of preparing deposit requisitions, as rec- 
ommended by the Treasury commission. 

The board also deems it proper to express its opinion that a great saving of time 
and labor can be effected and possibility of error due to copying avoided by the con- 
solidation upon one sheet of the following papers: (1) The letter of re<][ue8t of the 
head of a Bureau that the Secretary of War issue an accountable requisition ; (2) the 
accountable requisition based upon such request; and (3) the accountable warrant 
based upon such requisition. 

.. When it is necessary to place public moneys pertaining to one or more appropria- 
jj^ons to the credit of a disbursing officer, the proper nead of Bureau forwards a 
letter (Exhibit U) to the Secretary of War, requesting that a certain sura be placed 
in a designated depository to the credit of the officer named, for which he is to be 
held acoonhtable, and to be charged to the several appropriations in specified amounts. 
This request is then copied on a blank form of '^ accountable requisition" (Exhibit 
,y) in the division of requisitions and accounts, Office of the Secretary of War, 
signed by the Secretary, and forwarded to the Secret&ry of the Treasury, when the 
requisition is copied on a blank form of accountable warrant (Exhibit W) in the 
warrant division, Office of the Secretary of the Treasury. 
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Exhibit B. 

[Form No. 7.] 



V, S. TREASURY. 



List No. , F Y 89 I 1075.] 



[Covered by requisition No. 



Deposits to the credit of the Treasurer of the United States in the undernamed depositories 
during the first quarter of 1889, on account of appropriations under the direction of the 
War Department, 



1 

Deposit 


For whose credit. 


Appropriation. 


Amount 
of each 
appropri- 
ation. 


Total 
amfiunt 


Date. 


Place. 


of each 
deposit. 


1888. 
Jnly 7 


2 

6 
9 

18 


A. Tr., San Fran- 
Cisco, CaL 

....do 


Lieat Wm. H. Smith. . 

Lient. D. E. HoUey 

Lieut. L. H. Strother . . 

Lient. W. M. Williams. 
$754.70 


Regnlar supplies . . . 1888. . 

Clothing, &o " .. 

Const, and rep. of hos- 
pitals, 1888. 

Qrs. forhosp. stewards, 
1888. 

Reiralar snonlies. . . 1888. . 


$9.34 
11.55 
23.48 

405.60 


$449.97 
5. IS 


ti 




It 


....do 


Regular supplies. . .1888. . 
Clothing, &c " .. 

Regnlar snpplies. . .1888. 
Inc^d't'l expenses.. " .. 
Clothing, &c •• .. 


10.51 
16.25 






Tr.,Wa8hington, 
D.C. 

Total denosit 


9S 7ft. 


<i 


475.31 

4.17 

241.22 


720. 70 










1, 202. 5a 




Miscl. receipts ... 
Listed by 3d i 


34.00 






lud'r. 720. 70 = 754. 70 





Third Auditor's Office. 

July 23, 1888. 
Book-keeper's Division. 



Indorsed on back : 



Treasurer's Office, 

Jul. 23, 1888.' 

Division of Accounts. 



Correct : 



W. F. MacLrknan, 

CKf Warrant Division. 



51 



Exhibit C. 
[Office of the Third Auditor of the Treasury. Form 11. Depoait reqaiaitioii.] 



WAR DEPARTMENT. 



No. 



To the Secretary of the Treasury : 

Sir: Please issue a warrant on the persons named below in favor of the Treasurer 
of the United States for one thousand two hundred and two dollars and fifty-eight 
cents, beinff amount deposited to the credit of the Treasurer of the United States, aa 
per list of deposits No. 89-1075, herewith, to go to the credit of the under-mentioned 
appropriations. 

Given under my hand this 1st day of August, 1888. 
¥1,202.58. 



Countersigned August 2, 1888. 



Registered August 3d, 1888. 



Wm. C. Endicott, 

Secretary of War^ 

S. Butler, 

Second Comptroller^ 

Jno. S. Williams, 

Third Auditor. 



Name and rank. 


Appropriation. 


Period. 


Amoant. 


Total. 


Lient. Wm. H. Smith 


Remilar annnlieB 


1888 

• 


$9.34 

5.15 

10.51 

475. 31 




•* D. £. Holley 


do...... 




•• L. H. Strother 


do 




•• W. M. Williama 


do 






Inoid'tl eznenses ................. 


$500. 31 
4.17 


Do 




Lient. Wm. H.Smith 


Clothinff, &c 


11.55 

16.25 

241.22 




" L. H. Strother 


do.......... 




" W.M. Williams 


do 






Const, and rep. of hospitals 

Ore. for hosn. stewards. .......... 


OAQ A9 


Lieut Wm. H. Smith 




23.48 


Do 




405.60 












$1,202.58 



War Department, 
Jol. 26, '88. . 
13171 
Division of Requisitions and Accounts. 
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Exhibit D. 

(Office of the Secretary of the Treasury division of warrants, estimates, and appropriations. Form 

61. Bepay covering warrants.] 

TRASURY DEPARTMENT. 



No. 



To Lieut, Win, H, Smith and three others : 

Pay to the Treasarer of the United StateSi to be credited to the appropriatioDs named 
in the margin of this warrant, one thousand two hundred and two dollars and fifty- 
eight c^nts. Amount of deposits to credit of the Treasurer, as per list No. 8d-1075 
herewith, pursuant to a requisition, No. 5441, of the Secretary of War, dated August 
1, 1888, countersigned by the Second Comptroller of the Treasury and registered by 
the Third Auditor. And for so doing this shall be your warrant. 

Given under my hand and the seal qf the Treasury Department this 5th day of 
August, in the year of our Lord one thousand eight hundred and eighty-eight, and 
of Independence the one hundred and thirteenth. 
41,202.58. 

I. H. Maynard, 

Jsaistant Secretary. 

Countersigned : 

M. J. Durham, 

First Comptroller, 
Begistered: j W. S. Bosecrans, 

liegister. 



Appropriations. 



188 
188 
188 
188 
188 



188 
188 



Pay, &c., of the Army 



Ordnance, ordnance stores, and 

suplies 

Ordnance service 

Bepairsof arsenals 

Permanent — Arming and eqnip'ng 

the militia , 

188 . Expenses of recruiting 

188 . Medical and hospital depart- 
ment 

1888. Regular supplies of the Quar- 
termaster's Department.... 



500 



31 



188 

188 
188 



1888. Incidental expenses of the Quar- 
termaster's Department 

Horses for cavalary and artil- 
lery 

Barracks and quarters 

Transportation of the Army 

audits supplies 

1888. Clothing, camp and garrison 

equipage 

188 . Suhsistence of the Arm^ 

1888. Cons, and repair of hospitals . . . 
1888. Qrs. forhosp. stewards 



269 



23 
405 



202 



17 



02 



48 
60 

"si 



Office of the Treasurer of the United States. 

Iteceiyed August 7th, 1888. 

James W. Hyatt, 
« Treasurer. 



53 

Exhibit £. 

[Fonn No. 7.] 



U. S. TREASURY. 



List No. 1108. F. Y. 1889. 



Coveied by requisition No. 5447. 



Deposits to the credit of the Treasurer of the United States in the nnder-named deposHorisM 
during the first quarter o/1889, on account of appropriations under the direction of the 
War Department, 



Deposits. 


For whose credit. 


Appropriation. 


Amount 
of each 
appro- 
priation. 


Total 
amonnt 


Date. 


Place. 


of each 
deposit. 


1888. 
July J4 


1st N. B., Denver, 
Colo. 

IstN. B., Portland, 
Oreg. 

l8tN,B.,Rockl8l. 
and, 111. 


LtR.N. Getty 


Begnlar supplies, 1888 . 
Clotliine, &o 


$57.81 
32.87 




Total depoBit.$20i6. 98 






Regular supplies, 1888 . 
Clothing, &o '.. 


|9(h68 




11.12 
28.56 




Misc'l. receipts. . . llfi. 30 
Listed by 3d Aud'r 90.68 




" 13 


206. 98 
Lt W. W . McCammon .... 

Capt Jas. Rockwell, jr 

• 






Regular supplies, 1888 . 

Ino'd't'l expenses 

Army trans............ 


39.68 


" 21 


17.39 

1.89 
44.73 






Ai.01 










194.37 



Third Auditor's Office, 

Jul. 28, 1888, 
Book-keeper's Division. 



Correct. 
7-28-88. Q. 



V^. F. MAcLBViTAir, 

Ch'/ Warrant DiOf 
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Exhibit F. 
tOffice of the Thiid Auditor of the Treasury. Form 11. Deposit requisition.] 



WAR DEPARTMENT. 

No. . 

To the Secretary of the Treasury : 

Sir : Please issue a warrant on the persons named below, in favor of the Treasurer 
of the United States, for one hundred and ninety-four dollars and thirty-seven cents, 
being amount deposited to the credit of the Treasurer of the United States as per 
List of Deposits No. 89 | 1108, herewith, to go to the credit of the under-mentioned 
appropriatiops. 

Given under my hand this 1st day of August, 1888. 



Countersigned August 2d, 1888. 



Registered August 3d, 1838. 



Wm. C. Endicott, 

Secretary of War, 

S. Butler, 

Second Comptroller. 

Jno. S. Williams, 

Third Auditor. 



Name and rank. 


Appropriation. 


Period. 


Amount. 


Total. 


LtRN.Gettv 


Resrular sunnlies. 


1888 
ti 

(1 
(( 

1888 


'fti57 


81 
12 
39 


1 






*' W. W. McCammon 


......do 




11 

17 








Cant. iTas. Rockwell, ir 


do 








Do 


Inc d't'l exnenaes 




$86 

1 

44 


32 
89 


Do 


Army transp'n , 

ClothinsE, etc 










73 


Lt.R.N. Gettv 


> • • A 


32 
28 


87 
56 






** W."W. McCammon 


......do 

......Ul# 












■ * • • 


61 
194 


43 
37 



War Department. 

Jal. 31, 1888. 

13415. 

Diviaion of Requislons and Accounts. 
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Exhibit G. 

(Office of the Secretary of the Treasury, diviaion of warrants, estimates, and appropriations. Form 

61. Bepay coyering warrant.] 



TREASURY DEPARTMENT. 



Ko. 



To Lieut, B, N, Getty and two otker$ : 

Pay to the Treasorer of the United States, to be credited to the appropriations 
named in the margin of this warrant, one hundred and ninety-four dollars and thirty- 
aeven cents, amount of deposits to credit of the Treasurer, as per list No. 89 | 1108 
herewith, pursuant to requisition No. 5447, of the Secretary of War, dated August 1, 
1888, countersigned by the Second Comptroller of the Treasury and registered by the 
Third Auditor. And for so doing this shall be your warrant. 
$194.37. 

Given under my hand and the seal of the Treasury Department this 5th day of 
August, in the year of our Lord one thousand eight hundred and eighty-eight, and of 
Independence the one hundred and thirteenth. 

I. H. Maynard, 
AaHatant Secretary, 
Countersigned : 

M. J. Durham, 

First Comptroller, 
Begistered : 

W. S. KOSECRANS, 

liegister. 
Appropriations, 



188 . Pav. etc.. of the Armv 








1888. Incidental expenses of the 
Quartermaster's Depart- 
ment 




$1 




188 




.... 






188 








89 


188 








188 . Horses for cavalry and ar- 
tillery 






188 . Ordnance, ordnance stores, and 
supplies ..................... 










188 . Barracks and Quarters 








188 . Ordnance service 








1888. Transportation of the Army 
and its suDuliea 




44 
61 




188 . Kenalrs of arsenals ............ 








73 


Permanent — armlne and eqoip'ns 
the militia 








1888. Clothing, camp and garrison 
ec[uii>age. ......... .......... 




43 


188 . Expenses of recraltlnir 








188 . SuDsistence of the Armv 






188 . Medical and hospital depart- 
ment......................... 


















194 


37 


1888. Regular supplies of the Quar- 
master's Bepartment 


$ 


86 


82 









Beceived August 7, 1888. 



Office of the Treasurer of the United States. 

James W, Hyatt, 

TreasureTm 



liist No. 1106. Feb., 1889. 
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Exhibit H. 



[Form No. 7.1 



U. S. TREASURY. 



Covered by requisition No. 5445w 



Deposits to the credit of the Treasurer of fh.e United States in the under-named depositories^ 
during the first quarter of 1889, on a,ccount of appropriations under the direction of the 
War Department. 



Deposits. 



Date. 



1888. 
Jnly 11 



Ci 



i« 



13 



16 



" 17 
" 18 



Place. 



Los Angeles K. 
B.,CaL 



,...do 



...do 



Ist N. B., Helena, 

Mont. 
San Antonio N. 

B., Tex. 



For whose credit. 



Lt. Jno. A. Baldwin... 

Lt. Bobt D. Beadjr .. 

Lt. Geo. Palmer 

Lt. H. E. Tutherly 

M%i. A. J. McGronnigle 



Appropriations. 



Reg. supplies, 1888 .. 

Clothing, &.C., " .. 
Connt. and Bep. hos- 
pitals, 1888. 
Beg. supplies, 1888. 
Clothing, &c., " . 

Reg. snpplies, " . 
Clothing, &.C., *' . 



Clothing, &c., 



<( 



Const, and Rep. hos 
pitals, 1888. 



Amount 
of each 
appro- 
priation. 



$1.44 

11.18 
.81 



12.95 
12.90 



16.53 
28.32 



Total 
amount 
of each 
deposit. 



$13.43 
25.85 



44.85 
7.95 

51.05 



143.13 



Correct. 
JULT28, '88. Q. 



Third Auditor's Office. 

Jul. 27, 1888. 
Book-keeper's Diyision. 



W. F. MacLkknan. 

Ch/., Warrant Div. 

Indorsed on back : 



Treasurer's Office. 

JuL 27, 1888. 

Division of Accounts. 
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Exhibit I. 

f Office of the Third Anditor of the Treasnry. Form 11. Deposit reqniBition.] 

WAR DEPARTMENT. 



No. 5445. 



To the Secretary of the Treasury : 

Sir : Please issne a warrant on the persons named below, in favor of the Treasurer 
of the United States for one hnndred and forty-three dollars ana thirteen cents, be- 
ing amount deposited to the credit of the Treasurer of the United States, as per list 
of deposits No. 89-1106, herewith, to go to the credit of the under-mentioned appro- 
priations. 

Given under my hand this 1st day of August, 1888. 



Countersigned August 2d, 1888. 



Begistered August 3d, 1888. 



Wm. C. Endicott, 

Secretary of War, 

S. Butler, 

Second Comptroller, 

Jno. S. Wiluams, 

Third Auditor, 



Name and rank. 



Lt. Jno. A. Baldwin , 
" Robt.D.Reed,jr 
" Geo.Palmer 



Lt Jno. A. Baldwin 
" RobtD.ReedJr 

'• Geo. Palmer 

•• H.B.Tutherly.. 



Lt. Jno. A . Baldwin 

Maj. A. J. McGonnigle 



Appropriation. 



Kegalar supplies 

do 

do 



Clothing, etc. 

, do 

, do ... .. 

do 



Const and rep. of hospitals 
do 



Period. 



1888 



tt 
(I 



18^8 



tt 



1888 
It 



Amount. 



1 

12 
16 



11 
12 
28 

7 



61 



44 

95 
53 



18 
00 
32 
95 



81 
05 



Total. 



30 



60 
51 



143 



92 



35 



80 
"li 



War Department, 

JuL31,'8a 

13412. 

Division of Requisition and Accounts. 
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Exhibit K. 



tO£Bce of the Secretary of the Treasury, division of warrants, estimates, and appropriations. Form 

61. Bepay covering warrant.] 



No. 



TREASURY DEPARTMENT. 



To LieuU Jno. A. Baldwin and four others : 

Pay to the Treasurer of the United States, to be credited to the appropriations 
named in the marginof this warrant, one hundred and forty-three dollars and thirteen, 
cents, amount of deposits to credit of the Treasurer, as per list No. B9-1106, here- 
with, pursuant to a requisition, No. 5445, of the Secretary of War, dated August 1st, 
1888, countersigned by the Second Comptroller of the Treasury and register^ by the 
Third Auditor. And for so doing this shall be your warrant. 
1143.13. 

Given under my hand and the seal of the Treasury Department this 5th day of Au- 
gust, in the year of our Lord one thousand eight hundred and eighty-eight, and of 
Independence the one hundred and thirteenth. 

I. H. Matnard, 

Assistant Secretary, 
Countersigned : 

M.J. Durham, 

First Comptroller, 
Registered : 

W. S. ROSECRANS, 

Register, 
Appropriations. 



188 . Pay, eto., of the Army 

188 

188 

188 

188 . Ordnance, ordnance stores, and 

supplies 

188 . Ordnance service 

188 . Repairs of arsenals 

Permanent — ^Arming and eqoip'ng 

the militia 



188 . Expenses of recrolting , 

188 . Medical and hospit^ depart- 
ment 



1888. Regular supplies of the Quar- 
termaster's Department 

Incidental expenses of the Quar- 
termaster's I)epartment 

Horses for cavalry and artillery. 

Barracks and quarters.. 

Transportation of the Army 

and its supplies 

1888. Clothing, camp and garrison 

equipage 

1888. Const and repair of hospitals . . 



188 

188 
188 
188 



30 



60 
51 



143 



92 



35 
86 

13 



Office of thb Treasurer of the United States. 

Received August 7th, 1888. . 

James W. Hyatt, 

Treasurer, 
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Exhibit L. 

[Form No. 7.] 



U. S. TREASURY. 



Xiist No. , F.Y. 89-1070. 



Covered by requisition No. 



Deposits to the cf^edit of the Treasurer of the United States in the under-named depositories 
during the first quarter of 1889 on aooount of appropriations under the direction of the 
War Department, 



Deposits. 

• 


For -whose credit 


Appropriation. 


Amount 
of each 
appropri- 
ation. 


Total 
amount 


Bate, i Place. 

1 


of each 
deposit. 


1888. 
July 5 


Ist N. B., St. Paul, 
Minn. 

Omaha, N. B., Neb 


Lieut. Guy Howard. . . 

Lieut. J. W. Summer* 
hayes. 


Regular supplies, 1888. 
Clothing, etc., 
Begular supplies, 1888. 
Clothing, etc., ".. 


$8.75 
2.00 


$10. 75 
160.33 


•• 9 


42.28 
124.05 










177.08 



Third Auditor's OfBoe, 

Jul. 23, 1888. 
Book-keeper's Division. 



Correct. 



July 23. 1888. 



• W. F. MacLbknan, 

Oh'f Warrant Div. 



Q. 
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Exhibit M. 
[Office of the Third Auditor of the Treasury. Form 11. BepoBit Bequiaition. J 

WAK DEPARTMENT. 



No. 5436. 



To the Secretary of the Treasury : 

Sir: Please issue a warrant on the persons named below, in favor of the Treasurer 
of the United States for one hundred and seventy-seven dollars and eight cents, being 
amount deposited to the credit of the Treasurer of the United States as per list of de- 
posits No. 89 I 1070, herewith, to go to the credit of the undermentioned appropria- 
tions. 

Given under my hand this Ist day of August, 1888. 
1177.08. 



Countersigned August 3d, 1888. 



Registered August 3d, 18H8. 



Wm. C. Endicott, 

Secretary of War, 

S. Butler, 

Second Comptroller, 

Jno. S. Williams, 

Third Auditor. 



Name and rank. 



Lient. Gny Howard 

Lieut. J. W . Summerhayes 



Lieut. Guy Howard 

Lieut J. W. Summerhayes 



Appropriation. 



Be^lar supplies. 
do 



Clothing, eto 
; do 



Period. 



1888 



1888 



Amount. 



8 
42 



2 
124 



-75 
28 



00 
05 



Total. 



51 



126 



177 



0$ 



05 



War Department. 

Jul. 26, '88. 

13166. 

Division of requisitions 

and accounts. 
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Exhibit N. 

f Office of the Secretary of the Treasury, diTision of warrants, estimates, and appropriatloiis. Form 

61. Bepay covering warrant] 

TREASURY DEPARTMENT. 

No. 

4177.08. 

To Lieut Guy Howard and one other : 

Pay to the Treasurer of the United States, to be credited to the appropriations 
named in the margin of this warrant, one hundred and seventy-seven dollars and ei^ht 
•cents, amount of deposits to credit of the Treasurer, as per List No. 89 | 1070, herewith, 
pursuant to a requisition No. 5436, of the Secretary of War, dated August 1, 1888, 
•countersigned by the Second Comptroller of the Treasury and registered by the Third 
Auditor. And for so doing this shall be your warrant. 

Given nnder my hand and the seal of the Treasury Department this 5th day of 
August, in the year of our Lord one thousand eight hundred and eighty-eight, and of 
Independence the one hundred and thirteenth. 

I. H. Maynard, 
Assistant Secretary. 

Countersigned : 

M. J. Durham, 

First Comptroller, 

Registered : 

W. S. ROSECRANS, 

Register, 
Appr<tpriations, 



188 . Pay. See., of the Army... 

188 

188 ? 

188 

188 . Ordnance, ordnance 
stores, and supplies 



188 . Ordnance service 

188 . Bepairs of arsenals 

Permanent — Arming and 
eqnip'ng the militia 

188 . Expenses of recmitinff. . . 

188 . Medical and hospital de- 
partment 



1888. Begalar sapplies of the 

Qnartermaster's JJepartmeut. 

188 . Incidental expenses of 
the Qnartermaster's Depart- 
ment 

188 . Horses for cavalry and 
artillery 

188 . Barracks and quarters.. 

188 . Transportation of the 
Army and its supplies 

1888. Clothing, camp, and gar- 
rison equipage 

188 . Subsistence of the Army. 



51 



126 



177 



03 



05 



08 



Office of the Treasurer of the United States. 

Received Aug. 7th, 188». 

James W. Hyatt, 

Treasurer, 
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Exhibit O. 

[Form No. 7. J 



U. S. TREASURY. 



List No. , F. Y. 89 | 1068. 



Covered by requisitiou No. 5435. 



Deposits to the credit of the Treasurer of the United States in the undernamed depositories 
during Ih4i first quarter of 1889, on account of appropriations under the direction of the 
War Department, 



Deposits. 


For whose credit. 


Appropriation. 


Amount 
of each 

appropri- 
aiiou. 


Total 
amount 


Date. 


Place. 


of each 
deposit. 


1888. 
July 10 


Ist N. B., Portland, 
Oreg. 


Capt.W.S. Patten.... 


Regular supplies, 1888. 
Clothing, etc., " . 


$36.66 
2.26 




$38.92 







Third Auditor's Office. 

Jul. 21, 1888. 
Book-keeper's Division. 



Treasurer's Office. 

Jul. 21. 1888. 
Division of Accounts. 



Correct. 

July 21, '88. Q, 



W. F. MacLennan, 

Chf Warrant Div. 
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Exhibit P. 

[Office of the Tiiird Auditor of the Treasury. Form 11. Deposit reqnisition.) 

WAR DEPARTMENT. 



No. 5435. 



To the Secretary of the Treasury: 

Sir: Please issue a warrant on the persons named below, in favor of the Treasurer 
of the United States, for $38.92, being amount deposited to the credit of the Treasurer 
of the United States as per list of deposits No. 89 | 1068 herewith, to go to the oredit 
of the undermentioned appropriations. 

Given under my hand this 1st day of August, 1888. 



$38.92. 

Countersigned August 2, 1888. 

Registered August 3, 1888. 



Wm. C. Endicott, 

Secretary of War, 

S. Butler, 

Second Comptroller. 

Jno. S. Williams, 

Third Auditor. 



Xame tfnd rank. 


Appropriation. 


Period. 


Amount. 


Total. 


CaDt. W. S. Patten 


Regnhir supplies 

Clothinir. etc 


1888 
1888 




$36.66 


Do 




2.26 












38.92 



War Department. 

July 28, 1888. 

13168. 

Division of requisitions 

and accounts. 
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Exhibit Q. 
No. . 

{Office of the Secretary of the Treasorj, diviBion of warrants, estimates, and appropriations. Form 

6L No. . Bepay covering warrant. J 

TREASURY DEPARTMENT. 

To Capt. W, S, Patten : 

Pay to the Treasurer of the United States, to be creditect to the appropriations named 
in the margin of this warrant, thirty-eight dollars and ninety-two cents, amount of 
deposits to credit of the Treasurer, as per list No. 89 | 1068 herewith, pursuant to a re- 
quisition. No. 5435, of the Secretary of War, dated August 1, 1888, countersigned by 
the Second Comptroller of the Treasury and registered by the Third Auditor. And 
for so doing this shall be your warrant. 

Given under my hand and the seal of the Treasury Department this 5th day of 
August, in the year of our Lord one thousand eight hundred and eighty-eight, and of 
Independence the one hundred and thirteenth. 

^38.92. 

I. H. Maynard, 
Assistant Secretary. 
Countersigned. 

M. J. Durham, 

First Comptroller, 
Begistered. 

W. S. KOSECRANS, 

Begister. 
Appropriations. 



Pay, &c., of the Army 



188 
188 

188 

188 

188 . Ordnance, ordnance 

stores, and supplies 

188 . Ordnance service 

188 . Repairs of arsenals 

Permanent — a rming and 



equip'ng the militia. 
188 . Expenses of recmitine. 
188 . Medical and hospital dc 



partment 
1888. Regular snpj^ies of the 
Qaartennaster'sl>epartment. 



86 



66 



188 . Incidental expenses of 
the Qaftrtermasters Depart- 
ment 

188 . Horses for cavalry and 
artillery 

188 . Barracks and quarters . . 

188 . Transportation of the 
Armv and its supplies 

1888. Clothing, camp and gar- 
rison equipage 

188 . Subsistence of the Army. 



38 



26 



92 



Keceived August 7, 1888. 



Office of the Treasurer of the United States. 

James W. Hyatt, 

Treasurer, 



last No. . F. T. 39 1 1073. 
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Exhibit R. 



[Form No. 7.] 



U. S. TRBASURT. 



Covered by reqaisition No. 5439r 



DeposiU to the credit of the Dreaeurer of the United States in the undernamed depositories 
during the first quarter of 1889, on account of appropriations under the direction of the 
War Department. 



Deposits. 


For whose credit. 


Appropriation. 


Amount 
of each 
appro- 
priation. 


Total 
amount 


Bate. 


Place. 


of each 
deposit-. 


1888. 
July 12 


A. Tr., New York, 
N.T. 

Tr., Washington, D. C 


Lieut A. F. Curtis 

Lt. Col. G. B. Dandy.. 


Inc'd't'l expenses, 1888. 
Army tranpp'n, " 
Army transD*n. 1888. . . 


$83.33 
7.96 


$41.28 
54.85 


u 17 














96.13 



Correct: 
7, 21, '88. B. 



W. F. MacLenxav, 

Oh'/ Warrant Div. 



Third Auditor's Office, 

ifrxL 21, 1888. 
Book-keeper's dlTision. 

' 17958 6 



Treasurer's Office, 

JuL 21, 1888. 

Division of accounts. 
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Exhibit S. 

[Office of the Third Auditor of the Treasury. Fdrmll. Deposit requiaitioii.] 

WAK DEPAKTMENT. 



Ko. 5439. 



To the Secretary of the Treasury : 

Sir: Please issoe a warrant on the persons named below, in favor of the Treasnrer 
of the United States for ninety-six dollars and thirteen cents, being amount deposited 
to the credit of the Treasurer of the United States as per list of deposits No. 89 | 1073 
herewith, to go to the credit of the undermentioned appropriations. 

Given under my hand this 1st day of August, 1888. 
f96x\ft-. 

Wm. C. Endicott, 

Secretary of War, 



Countersigned August 2d, 1888. 



Begistered August 3d, 1888. 



S. Butler, 

Second Comptroller. 



Jko. S. Williams, 

Third Auditor. 



Kame and rank. 


Appropriation. 


Period. 


Amonnt. 


Total. 


l[#^<*1lt. A . "P, Curtis w ..........'.. r 


Inc'd't'l exnenaea .......... 


1888 
It 










33 


33 


liient A. P. Cartis 


A rmy tranan'n 


• « A • 


7 
SA 


05 
85 


• a a • 




lit. CoL G. B. Daudv 


do 








• « • • 


62 
196 


80 
13 



War Department, 

Jul. 26, *88. 

13160. 

Division of requisitiona and accountB. 
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• Exhibit T. 

« 

V. 

rOffioe of the Seoretsry of tihe Treasnry. division of warrante, estimstee, and appicpiiations. Form 

61. fiepay covering warrant.] 



TREASURY DEPARTMENT. 



No. 



3Co lAmt, A, F, CurtiB and one other : 

Pay to the Treasarer of the United States, to be credited to the appropriations 
named in the margin of this warrant, ninety-eight dollars and thirteen cents, amoant 
of deposits to credit of the Treasurer, as per list No. 89 I 1073 herewith, pursuant to 
» requisition. No. 5439, of the Secretary of War, dated August 1st, 1888, counter- 
signed by the Second Comptroller of the Treasury and registered by the Third Au- 
ditor. And for so doing this shall be your warrant. 

^.13. 

Given under my hand and the seal of the Treasury Department this 5th day of 
August, in the year of our Lord one thousand eight hundred and eighty-eight, and 
of Independence the one hundred and thirteenth. 

' I. H. Matnard, 

Aaaistant Seorelary, 



Countersigned. 



Begisteied. 



M. J. Durham, 

First Comptroller, 



W. S. KOSECRANS, 

BegUter, 



Appropriations. 



Pay, etc., of the Army 



188 
188 

188 

188 

188 . Ordnance, ordnance stores, and 
supplies 

188 . Ordnance service 

188 . Repairs of arsenaJs 

Permanent— armiug and equip'ng 
the militia 

188 . Expenses of recraiting 

188 . Medical and hospital depart- 
ment 



188 . KejnilAr supplies of the Quar- 
termaster's Depai-tment 

1888. Incidental expenses of the 
Quartermaster's Department 

188 . Horses for cavalry and artil- 
lery 

188 . Barracks and quarters 

1888. Transportation of the Army 
and its supplies 

188 . Clothing, camp and garrison 
equipage 

188 . Subsistence of the Army 



33 



62 



96 



33 



80 



18 



fieceived August 7, 1888. 



Office of the Treasurer of the United States. 

James W. Hyatt, 

jnreasurer. 
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Exhibit U. 



WAB DEPARTMENT. 



12,002.05. 



No. 1840. 



To the Secretary of War : 



Office of the Quartermaster-General, 

Washington City, July 27, 1888. 



Sir : Please cause the sum of two thousand and two -ff^ dollars to be placed in the 
following-named depositories, viz : 



00 
00 



< 

o 

a 
o 

OB 

^l 

o 

o 



Asst. treasurer U. S., New York 
Total 




Cts. 



05 

"os 



to the credit of Col. Chas. H. Tompkins, Assist. Qr. Mr. Gen'l U. S. Army, Gov- 
ernor's Island, N. T. Harbor, who is to be held accountable therefor, and charged 
to the appropriations for — 



Begnlar supplies, Qaartermaster's Dept., for fiscal year ending June 30, 188 

Incidental expenses, Quartermaster's i)ept., 

Barracks and qaarters 

Transportation of the Army and its supplies 

Horses for cavalry and artillery 

Clothing, camp and garrison equipage 

Construction and repairs of hospitals 

National cemeteries 

Pay of supts. of national cemeteries 



(I 
(( 
it 

4( 
It 
t( 
(* 



l( 
(I 
li 
• I 
(t 
(t 
ti 
(f 



»( 
(i 
(( 
it 
tl 
it 
tt 
tt 



188 . 
188 . 
1888. 
188 . 
1888. 
1888 
188 . 
188 . 



Total. 



Dollars. 



Cts. 



2,001 



2,002 



40 



15 
50 



05 



Respectfully, 



S. 6. HOLABIRD, 

Quartermaster-General, U, 8. Army, 
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Exhibit Y. 

war dxpartmknt. 
Aoconntable Teqnisition No. 541. 

To the Secretary of the Treasury : 

Sir : Please cause a warrant for two thousand and two dollars and five cents to be 
issued iu favor of asst. treasurer U. S., New York, to be placed to the credit of Col. 
Chas. H. Tompkins, asst. or. mr. genl. U. S. Army, Governor's Island, N. Y. Harbor, 
for which sum he is to be held accountable. To be charged to the undermentioned 
appropriations. 

Given under my hand this Ist day of August, 1888. 

«2,002flfe. 



Countersigned : 



Begistered : 



Wm. C. Endicott, 

Secretary of War, 



S. Butler, 
Second Comptroller, 



John S. yViLLiAMs, 

Third Auditor. 



Appropriations, 



Be^lar supplies of the Quartermaster's Department . . 
Incidental expenses of the Qaartermaster's Department 

Horses for cavalry and artillery 

Barracks and quarters 

Transportation of the Army and its supplies, 1888 

Ifational cemeteries > 

Construction and repairs of hospitals, 1888 

Clothing, camp and garrison equipage, 1888 

Sul»istence oi the Army 




40 

15 
50 



05 
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Exhibit W. 

TBEASURT DKPARTlfBNT. 

[Office of the Seoretaiy of the Treasniy, di viaion of warrants, eBtimatee, ud appropriAtlons. Form 57 

Aocoimtable -warrant.] 

No. . 

$2,002.05. 

To the Treasurer of the United States, greeting: 

Pay to asst. treasurer U. S., New York, to be plaoed to the credit of Col. Chas. H. 
Tompkins, asst. qr'm'r-genl. U. 8. Army, Governor's Island, N. Y. Harbor, or order, 
to be charged to the appropriations named in the margin, two thousand and two dol- 
lars and five cents ; for which sum he, Chas. H. TompKins, is to be held accountable, 
pursuant to a requisition, No. 541, of the Secretary of War, dated August 1, 1888, 
countersigned by the Second Comptroller of the Treasury and registered by the Third 
Auditor. And for so doing this shall be your warrant. 

Given under my hand and the seal of the Treasury Department this fifth day of 
August, in the year of our Lord one thousand eight hundred and eighty-eight, and of 
Independence the one hundred and thirteenth* 

C. S. Fairchild, 

Secretary, 
Countersigned: 

M. J. Durham, 

First Comptroller, 
Registered : 

W. S. ROSECRANS, 

Register, 
Appropriations, 



Subsistence of the Army 

Medical and hospital department. . 

Re^nlar supplies Quartermaster's 
Department 

Incidental expenses Quartermas- 
ter's Dep't 

Barracks and quarters 

1888. Transportation of the Army 
and its supplies 

National cemeteries 

Pay of superintendents of national, 
oemetenes 



2 



001 



40 



1888. Clothing, oarxxp and garrison 



equipage 

1888. Construction and repairs of 

hospitals 

Pay, &c., of the Army 

Ordnance, ordnance stores, and 

supplies 

Ordnance service 

Repairs of arsenals 

Arming and equipping the militia. 



50 



15 



Office of the Treasurer of the United States. 



Received for this warrant the foUowing draft : No. 
, Mailed . 



on 



No. 



on 
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Exhibit X. 

WAB DBPARTMBKT. 

Accoantable requisition No. 541. 

To the Secretary of the Treasury : 

Sib : Please canse a warrant for two tbonsand and two dollars and five cents to be 
issued in favor of asst. treasurer U. S., New York, to be placed to tbe credit of Col. 
Cbas. H. TompkinSk asst. qr. mr. genl. U. S. Army, Governor's Island, New York 
Harbor, or order, for wbicb sum be, Cbas. H. Tompkins, is to be beld accountable. 
To be cbarged to tbe undermentioned appropriations. 

Given under my band tbis 1st day of Au>(ust, 1888. 
$2,002.05. 



Countersigned : 



Begistered : 



Wm. C. Enbicott, 

Secretary of War, 

S. BXTTLBR, 

Second Comptroller, 

Jno. S. Wn:.LiAMS, 

Third Auditor, 



Appropriaiions, 



1 

S 

0. 



Beenlar supplies of tbe Qaartermaster's Department ... 
Inoidental expenses of the Quartermaster's Department 

Horses for cavalry and artillery 

Barracks and quarters 

Transportation of the Army and its supplies, 1888 

National cemeteries 

Construction and repairs of hospitals, 1888 

Ulothint;, camp and garrison equipage '* 

Subsistence or the Army : 




40 
50 
15 



05 



TRBASUBT DEPARTMENT. 



Accountable warrant No. 1001. 



To the Treasurer of the United States, greeting : 

Pa^ two tbonsand and two dollars and five cents, pursuant to tbe foregoing req- 
uisition, duly countersigned and registered, and for so doing tbis sbaU be your 
warrant. 

Given under my band and tbe seal of tbe Treasury Department tbis fiftb day of 
August, 1888. 
$2,002.05. 

C. S. Fairchild, 

Secretary, 
Countersigned : 

M. J. Durham, 

First Comptroller, 
Begistered : 

W. S. Rosbcrans, 

Begister, 

Offick of thb Tbbabureb of the United States. 

Beceived for tbis warrant tbe following draft ; No. on ; No. on — , 

mailed, . 
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War Department, 
Washington Cityj August 9, 1888. 

Sir : I have the honor to acknowledge the receipt of your letter of the 2l8t of July 
embodying a recommendation of the Treasury commisBlon that the War Department 
be requested hereafter to make out its own credit requisitions from the lists sent here 
from the book-keepers division of the Third Auditor's office. 

In reply thereto I inclose herewith a report of the War Department board on busi- 
ness methods upon the subject. 

The board has prepared a consolidated form embracing a deposit list, a credit re- 
quisition, and a repay warrant, all in one, which, should it meet with your approval, 
will relieve the book-keepers division of the Third Auditor's office from the work of 
this Department which it is now doing, and at the same time impose no additional 
work upon this Department, save the Treasury Department from the labor of filling 
out the repay warrants, and make a large reduction in the number of papers which 
now must be signed by many officials and then occupy valuable filing space. 

The board has also prepared a consolidated form embracing in one sheet a letter 
of request for accountable requisition, the accountable requisition based upon such 
request, and the accountable warrant based upon such requisition. 

The adoption of this form, if it should also meet with your favorable consideration- 
would, it is believed, save the Treasury Department considerable labor in the prep- 
aration of such warrants, and also diminish the quantity of papers to be filed. 

If it is deemed advisable by the Treasury Department that the credit requisition, 
now prepared in the Third Auditor's office, should be prepared in this Department, 
before action shall have been had upon the recommendation of the War Department 
board, I will thank you to forward the blank requisitions now on hand in that office 
and the necessary instructions will be given to carry into effect the change recom- 
mended by the commission. 
Very respectfully, 

William C. Endicott, 

Secretary of War. 

The Secretary of the Treasury. 

Inclosures: Copy of report of board of August 6, 1888, and Exhibits A to X inclusive. 

Pending the action of the Treasury Department upon the proposed consolidated 
forms (Exhibit A and X) the recommendation of the board for the consolidation of a 
number of deposit lists upon one deposit requisition was carried into effect by print- 
ing upon the back of the existing form (Exhibit C) of requisitions the following form, 
which permitted the consolidation of a number of deposit lists upon one requisition, 
thus greatly reducing the number of credit requisitions : 

Appropriations, 



Ifame and ruik. 



Year. 



Total 



Regular 

supplies, 

Q.M.D. 



Clothinj;, 

camp and 

garrison 

equipage. 



Inci- 
dental 
expeuHes, 
Q. M. D. 


Army 

transx>or- 

tation. 






Total. 













Miscel- 
laneous 
receipts. 



At the same time a circular was issued by the Secretary of War consolidating upon 
one form the letter of request (Exhibit U)for accountable requisition and the account- 
able requisition itself (Exhibit V), in order to carry into effect so much of the sug- 
gested reform as lay in the power of the War Department to accomplish. 

The circular and the consolidated form are given below : 



[Circular.] 

War Department, August 9, 1888. 

In order to simplify the business of this Department, reduce the possibility of error 
nd avoid the duplication of papers containing practically the same information, the 
ecretary of War directs that the practice in the different Bureaus of writing a sep- 
,rate "request" upon which to base an accountable requisition be discontinued, and 
ihat in place thereof the accountable requisition heretofore made in the division of 
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requisitioDS and accounts, Secretary's office, upon snob request, be be^eafter prepared 
in the proper Bnreau for tbe signature of the Secretary of War, and that a note, viz, 

"requested by ," signed by the head of the Bureau, be written on the 

margin of such requisition as indicated on the accompanying form. 
By order of the Secretary of War. 

Sam'l Hodgkins, 
Acting Chief Clerk. 



War Department. 
Accountable reqaisition No. . 

To the Secretary of Ihe Treasury : 

Sir : Please cause a warrant for dollars and cents to be is- 
sued in favor of , for which sum he is to be held accountable. To be 

charged to the under-mentioned appropriations. 

Given under my hand this day of , 18 



to 



Secretary of War, 
Countersigned : 



Second Comptroller. 
g Registered : 






Qi^ Auditor. 

Appropriationa. 



Regular supplies of the Quartermaster's Department ... 
luGidental expenses of the Quartermaster's Department 

Hornes for cavalry and artillery 

Barracks and quart<^rs 

Trait Hportation of the Army and its supplies 

Natioual cemeteries i.. 

Construotion and repairs of hospitals 

Clothing, camp and garrison equipage 

Subsistence of the Aimy 



Appendix No. 7. 
reqxnsitions on public printer. 

War Department, 
Board on Business Methods, 

September 10, 1888. 

A communication from the Chief Signal Officer, dated April 12, 18Hi8, inviting at- 
tention to the increase of work involved in preparing requisitions in duplicate for 
printing and binding upon the Public Printer having been referred by the Secretary 
of War to the board, it was found that said duplicate requisitions were required by 
War Department order of March 28, 1864. At that time and until February, l-<88, 
the Bureaus of the Department were located in buildings remote from the main office, 
and the numerous inquiries in regard to requisitions rendered it necessary to have the 
duplicates at hand, in the Secretary's offio, for ready reference. 

The location of the Bureaus of the Department (with one exception) being now in 
the War Department Building, the board is of opinion that the duplication of such 
requisitions is no longer necessary, and it is recommended that the practice be dis- 
continued. 
Respectfully submitted. 

John Tweedale, 
l. w. tolman, 
Jacob Frech, 

Members of Board, 
Hon. William C. Endicott, 

Secretary of War, 
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The following order was issned upon the recommendatiou of the hoard : 

[Circnlw.] 

War Department, 
Washington City, September 11, 1888.* 

A 11 the Bareans of the War Department, with one exception, being now located in 
the War Department Building it is no longer necessary that duplicates of requisitions 
on the Public Printer Tor printing and binding be prepared, and hereafter only one 
copy of such requisitions need be sent to the office of the Secretary of War, division 
of requisitions and accounts, a press-copy of the requisition to be retained in the 
office or bureau in which it was made, for reference therein. 
By order of the Acting Secretary of War. 

Sam'l Hodgkins, 
Acting Chief Clerk. 



Appendix ISo. 8. 

ADMINISTRATION. 

War Department, 
Board on Business Methods, 

December 29, 1888. 

The following proposed circular was referred to the board for consideration : 

[Circnlar.] 

War Department, October — , 1885. 

Letters and other papers received at the War Department or any of its Bureaus 
will, unless otherwise directed, be at once sent to the offices to which they pertain 
without instructions, each chief of a bureau being responsible that the mail sent to 
him is promptly acted upon, and report made to the Secretary of War in cases requir- 
ing his action, or to which he should reply. When acted upon by the Secretary the 
proper notation will be made and the papers sent to the office to which the subject- 
matter pertains, unless instructions to the contrary are given, and generally only 
such papers wiU be filed in the office of the Secretary of War as do not pertain to the 
business of any of the subordinate Bureaus. This rule will also apply to the filing of 
papers in the Bureaus and offices of the Department. Only such papers will be filed 
in a given Bureau or office as clearly belong to its business and are within the juris- 
diction of the chief thereof. 

A paper submitted for the action of the Secretary of War will be so prepared as 
that the last indorsement or report shall contain in the fewest possible words a sum- 
mary of the case, unless this appears in some report on the same or an accompanying 
paper to which reference is made ; it should also show the question to be decided, 
and conclude with an opinion or recommendation. When necessary, the law, orders, 
or customs of the service governing in like cases will be stated, and each case made 
complete in itself, so that reference to previous papers will only be necessary to afford 
more definite information upon matters already summarized in the report. 

Where it is evident that it will be necessary to send the report of the Bureau officer 
with the renly of the Secretary of War, the report should be separate from the papers 
or a copy of it submitted. 

The Secretary of War requests chiefs of Bureaus to see that the requirements of this 
circular are fully complied with. 

By direction of the Secretary of War. 

Chief dlerk. 

The consideration of this circular was deferred until the subject of correspondence 
was taken up. That subject has now been considered, and with the information thus 
obtained the board has the honor to report that the proposed circular will undoubtedly 
simplify and hasten the transaction of business. It requires papers to be filed where 
they properly belong and where they would naturally be looked for, and gives in- 
structions how to prepare papers for the action of the Secretary so that the time 
necessary for their consideration will be reduced to the minimum. 

These objects are of ereat importance, but as valuable suggestions may occur to 
chiefs of Bureaus which would tend to make the circular more complete and more 
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certaioly accomplish the object desired, it is respectfully recommended that a copy 
be referred to each chief of fiarean for his views and for such amendments as in his 
opinion should be made to it in order to simplify and hasten the work of the Depart- 
ment, and do away with unnecessary routine, and also that he be requested to trans- 
mit therewith a detailed statement of the classes of work falling within the jurisdic- 
tion of his office ; the statements from the several Bureaus, when received, to be class- 
ified and arranged for ready reference, then printed and distributed, so that the clerks 
need not be in doubt where to send a paper as soon as its subject is ascertained. 

The board would further recommend that the subject of correspondence be indi- 
cated by the writer in the upper left-hand comer of the first page oi the letter or re- 
port. This can readily be done in three or four words, and would materially assist 
the speedy disposition of a large correspondence. The word *' subject" should be 
printed on letter-heads at the place suggested, and a sufficient space left for the in- 
sertion of the necessary words. 

This recommendation is based upon a similar system in use by the legal profession, 
by large corporations and commercial establishments, and is found to work well. 

As a precedent in the line of action proposed in the circular under consideration^ 
attention is invited to the letter of Quartermaster-General Meigs, dated August 22, 
lt573, and the decision of the Secretary of War thereon, as follows : 

War Department, 
Quartermaster-General's Office, 

Waakingtony D. C, Atigust 22, 1873. 

Mt Dear Sir: I have thought for a long time that a very unnecessary burden is 
imposed upon the War Department and upon ,the Secretary personally in the review- 
ing of papers transmitted from this office which might quite as well be disposed of 
here. 

I send nothing to the Secretary which under present regulations and customs does 
not require his decision ; but of this the daily mass is very great. 

Ninety-nine out of the hundred are returned with the *' recommendation of the 
Quartermaster- General approved," signed either by the Secretary himself, or by some 
officer, or by the chief clerk, as by his order. In every one of these cases a report 
must be written here, entered, and copied. This report and the papers go to the War 
Department, where they are entered, and the approval of the Secretary is noted and 
entered. They then are returned to this office and entered again, and the decision is 
transmitted or made known to the persons interested. 

Now the cases in whieh the Secretary does not concur with the Quartermaster-Gen- 
eral and simply approve are, I think, always of exceptional character, and are such 
as would be anticipated here — cases in which there is room for a difference of opinion, 
or in which there is doubt as to facts or as to law or regulations. 

If the Quartermaster-General were authorized to dispose of such cases as he be- 
lieves to be properly within the scope of his own authority by deciding them as 
Quartermaster-General, and if in the cases in which he is convinced that the decision 
of the Secretary can be distinctly foreseen by him, he was authorized to decide them 
and sign the decision by order of the Secretary, this would leave only the cases of 
delicacy or of doubt to be forwarded to the War Department; and while no greiat 
error, I think, would be likely to occur, it would very much relieve the Secretary's 
desk of mere routine which takes up his time and attention, and it would also di- 
minish the clerical labor of record. 

I am obliged to draught a formal report setting forth reasons for action, in order that 
the facts may be distinctly before yon, whereas, were I authorized to decide in your 
name and " by order," no written report would be needed — the case would be decided 
upon personal knowledge and experience. 

In cases in which the Quartermaster General may fall into error, appeal to the Sec- 
retary will generally prevent any great evil arising from his erroneous decision, and 
such appeal will generally be made by the parties to whom any injustice or injury 
is done through such mistake. 

I make these suggestions, you will do me the justice to believe, from no desire to 
increase the powers of the Quartermaster-General, but simply from a desire to simplify 
the business and to diminish the volume of routine business and of record required 
in a routine or custom which has gradually grown up, I think, without any real 
necessity. 

I think a change would leave both to the Secretary of War and to the Quarter- 
master-General more time and opportunity for thought and study of the higher and 
more responsible portion of their duties. Both are now too much buried under the 
weight of accumulating papers. 

I am, very respectiuUy, your obedient servant, 

M. C. Meigs, 
Quartermasttr-Generah 

Hon. William W. Belknap, 

Secretary of War, 
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Wau Department, September 9, 1873. 

Respectfully returned to the Quartermaster- General, who is hereby authorized to 
dispose of such cases as he may believe to be properly within the scope of his author- 
ity by deciding them as Quartermaster -General; and in cases in which the Quarter- 
master-General is convinced that the decision of the War Department can be dis- 
tinctly foreseen by him, he is authorized to decide such cases and sign the decision 
** By order of the Secretary of WarJ^ 

Wm. W. Belknap, 
Secretary of War, 

The present-Quartermaster-General, in a letter expressing his views as to the pos- 
sibility of simplifying and improving the present method of conducting the corre- 
spondence of his office, says : 

'* In communicating with citizens not connected with the military service, upon 
matters which they may bring before the office, the correspondence is, as a rule, direct 
with the interested parties, and I can suggest no improvement in this respect. But 
the volume of papers which are placed upon my desk for signature consists largely 
of correspondence forward and backward between army officers, passing through this 
office as a channel from and to the Secretary of War and the Adjutant-General. 

*^ To illustrate: A lieutenant and acting assistant quartermaster stationed at a 
military post, and * reporting to an officer commanding troops,' receives a quantity of 
freight hauled from the nearest railroad station to the quartermaster's store-hoase, 
with a bill of perhaps fifty cents or a dollar, presented by the driver of the vehicle. 
The acting assistant quartermaster, in view of the law of July 5, 1884, Hhat all 
transportation of store»i by private parties shall be done by contract after due legal 
advertisement, except in cases of emergency^ which must be at once reported to the 
Secretary of War ' prepares a report to his immediate commanding officer, through 
the adjutant of the post, setting forth in full the circumstances of the case, which 
report is forwarded, through the assistant adjutant-general of the department, to the 
department commander ; referred to the department quartermaster for report ; returned 
by the department quartermaster to the assistant adjutant-general of the department 
with report ; forwarded by the department commander, through the assistant adju- 
tant-general of the division, to the division commander; referred by the assistant 
adjutant-general of the division to the division commander; referred by the assistant 
adjutant-general of the division to the division quartermaster for notation or report; 
returned by the division quartermaster to the assistant adjutant-general of the divis- 
ion ; forwarded by the division commander, through the Adjutant-General, to the 
Lieutenaut-General of the Army; referred by the Adjiu ant-General to the Quarter- 
master- General for remark, * to be returned ; ' returned by the Quartermaster-General 
to the Adjutant-General; submitted by the Lieutenaut-General to the Secretary of 
War for a)>proval ; approved by the Secretary of War, and returned to the Lieutenant- 
General, who, through the Adjutant-General, advis^^s the division commander of the 
decision of the Secretary of War, sending a copy of the letter to the Quartermaster- 
General, but as a rule retaining the papers upon the files of the Adjutant-General's 
Office, necessitating further research and correspondence, if they are needed for refer- 
ence in similar cases which may arise, or in revision of officers' accounts of money or 
property expended. The division commander thereupon, it is presumed, communicates 
the decision of the Secretary of War, through the same channels, backward till it 
eventually reaches the lieutenant and acting assistant quartermaster, with whom the 
case originated, who thereupon prepares formal vouchers for the service. 

''In like manner purchases of supplies made ' in cases of emergency without legal 
public notice and formal contract ' are reported and acted upon through the same 
channels, and generally all matters requiring the action of the War Department. 

"It is far from the purpose of the Quartermaster-General to interfere with or even 
to criticise the meth^^ds of correspondence which regulations prescribe and which in 
the wisdom of officers commanding troops may be necessary for proper military dis- 
cipline ; but it is submitted that in cases where such officers are not interested (where 
the laws specifically prescribe, as in section 113:{,U. S. Revised Statutes),that the Quar- 
termaster's Department alone, under the direction of the Secretary of War, shall act, 
irrespective of commanders of troops, and in all cases affecting merely the fiscal rela- 
tions and responsibilities of officers of the Quartermaster's Department, all this cir- 
cumlocutory routine, involving a waste of time, of high-priced clerical labor, and 
unnecessary work, should be abolished." 

The Quartermaster-General concludes with the remark that — 

" If ihe Secretary of War can be relieved of the work of reviewing cases, the princi- 
ples of which have been previously determined (by intrusting and delegating to the 
Quartermaster-General the power of acting in his name), it is my opinion uiat it would 
result in a better and more economical dispatch of public business. ^' 

With reference to the views above expressed, it may be remarked that the order 
above quoted, of September 9, 1873, has not been revoked by the Secretary of War, 
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and therefore it is believed that the proposed circalar, in addition to this order, will 
accomplish the object desired by the Qaartermaster-General, as far as it is possible to 
do so consistently with the duties of the Secretary of War. 

If the order of September 9, 1873, is to be continued in force it should now be ex- 
tended to all of the Bureaus of the Department, and the circular amended so as to au- 
thorize chiefs of Bureaus to dispose of such cases as they may believe to be properly 
within the scope of their authority, by deciding them in their own name ; and when 
existing regulations or orders require certain cases to be submitted to the Secretary 
of War for nis action, but in which there is no difference of opinion, no doubt as to 

the facts, law, or regulations, where the amount involved does not exceed $ , when 

the action of the Secretary in person is not r^quifed by law, in which the decision of 
the Secretary can be distinctly foreseen, or the principles of which have been previ- 
ously determined, chiefs of Bureaus are authorized to decide such cases and sign the 
decision " By authority of the Secretary of War." 

If all cases acted on under delegated authoritj^are signed '' By authority of the Sec- 
retary of War" and the signature "By order of the Secretary of War " is only used 
in cases where the Secretary has seen the papers and given orders, then the records 
will show with certainty just what cases have received the personal action of the Sec- 
retary of War. All of the cases signed by the Secretary or "By order of the Secre- 
tary of War" should be recorded or noted in the Secretary's offlce, in order that he 
may have under his immediate control the record of his own acts. 

To further complete the circular, a clause should be added authorizing chiefs of 
Bureaus to correspond with any military commander or staff officer upon the business 
of their respective Bureaus, fo warding the same, or a copy, through or to any com- 
mander who should be informed of the contents thereof. This, it is thought, will se- 
cure rapidity and correctness of execution as well as of action, and save not only 
clerical labor but the time of officials who now have to deal with the matters under 
consideration. 

Views in accord with the foregoing were expressed by several of the chiefs of Bu- 
reaus in their reports to the Secretary of War in April, 1885. These views are here 
quoted. 

The Adjutant-General says : 

"A large number of papers of an almost exclusively administrative character are 
sent to this office which, it seems to me, should be sent direct to the chiefs of admin- 
istrative Bureaus having charge of the matters to which they relate. This would 
not only reduce considerably the clerical work of at least one of the branches of my 
office, but would greatly facilitate the transaction of business. To illustrate the pres« 
ent system of dealing with papers of this class I will cite an instance : An application 
is made by a post commander, through his post quartermaster, for an amount of lum- 
ber to make certain repairs ; thi^is forwarded, approved, to department headquarters ; 
from there it is sent to the division headquarters, and thence to the Adjutant-General. 
On its receipt here it is referred to the Quartermaster-General, and by him returned 
to the Adjutant-Greneral, when the latter submits it to the Lienten ant-General, who 
returns it to the Adjutant-General to be laid before the Secretary of War. To simplify 
this, I beg to suggest that the Regulations be so modified that papers of the class 
mentioned shall be sent by the department commander direct to the chief of the Bu- 
reau who must take fMction upon them, and by him submitted to the Secretary of War 
for consideration. If the application involves a military question upon which the 
Secretary of War would like to have the- of>inion of the highest military authority 
before finally acting upon it, the paper, by his direction, can be submitted to the 
Greneral commanding the Army for his views. I am quite satisfied that some such 
course would save labor in this office, not increase it in others, and be more likely to 
secure prompt and intelligent action than the circumlocutory one now pursued." 

The Quartermaster-Gjoneral says: 

** The work of the office will be more efficient, provided : 

"(1 ) The Quartermaster-General shall be permitted to act upon the papers pertaining 
to the fiscal matters of his own department, and, when necessary, to give the orders of 
the honorable the Secretary of Warin regard thereto, being responsible lo the honorable 
Secretary of War alone for his action. The officers of the Quartermaster's Department 
should correspond upon fiscal matters directly with the Quart ermaster-Greneral and 
receive his instructions directly thereon. (Copies of instructions received by any offi- 
cer of the Quartermaster's Department affecting the distribution of supplies, public 
property, or a redistribution, should be shown to the military commander interested 
by the qfficer serving under him who receives them.) 

** (2) The Quartermaster-General, under the Secretary of War, should give to apy 
and all officers of the Quartermaster's Department all the necessary instructions about 
the transportation * of military property and stores' throughout the United States under 
section 220, Revised Statutes. This applies to ordnance stores, to and from arsenals, 
to medical supplies, subsistence and quartermaster's stores, and'to all transportation 
^r the civil bureaus of the Government across the continent, under the statutes for 
land-grant roads. 
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" (3) The Quarteriuaster-General oaght to give the honorable Secretary of War's in- 
atrnctiona in regard to purohaae of supplies out of the appropriation for his depart- 
ment, designating the place, time, and amounts authorized, the nsual informatioa 
about the same being given by them to the commanders under whom they are serv- 
ing. 

" To transact fiscal business through the medium of many different agents causes 
infinite confusion and confounds all principles of the division of labor, and renders it 
impossible to define and establish a just responsibility in the expenditures of public 
funds. The officers of the Quartermaster's Department, wherever stationed, when do- 
ing duty under their bonds, should be subject to the orders of the Quartermaster- 
General, under sections 1133 and 1139, in so far as they are fiscal officers, or in what 
relates to the expenditure of the appropriation for their Department, and no military 
commander should interfere with that part of their duties, unless in an emergency 
or to prevent a plain case of fraud on the Government. A gradual modification of 
the regulations will be necessary to *fix these practiced upon their proper legal foot- 
ing, which prevailed in the military establishment until the late war. 

'^ It is important that the Quartermaster- General keep the papers relating to his 
own Department in regard to fiscal matters and the supply of troops at military posts 
with fuel, forage, straw, stationery, water, and general supplies ; and also in the con- 
struction of barracks and quaii)ers; for, without the data and the proper knowledge 
of the changes and business of his Department going on at the several posts and sta- 
tions he can form no correct opinions nor hold the officers of his Department to any 
such accountability as is contemplated by statute." 

The Commissary-General of Subsistence says : 

''In my opinion not only the work of this Bureau of the War Department, but that 
of others, has been considerably increased in recent years by the practice that has 
grown up, under the requirement of military commanders, whereby very much of 
the correspondence of the staff and supply departments of the Army has to be con- 
ducted by or through the Adjutant-General's Department of the Army, instead of 
heing conducted directly with the chiefs of those departments, as formerly.*' 

The Chief of Onlnance says: 

*' (1) The Ordnance Bureau is a branch of the War Department, and its records are 
a portion of the War Department records. All Ordnance Bureau papers, no matter 
where referred for/ action within the War Department, should therefore be finally 
returned to this office i'or file ; a note of such disposition by other offices through 
which it passes being sufficient for the completion of their records. The same rule 
should apply to the papers belonging to other Bureaus passing through and acted on 
in like manner. 

** (2) Army Regulations 2520 requires that requisitions, after approval by the de- 
partment commander, shall be sent direct to the Chief t>f Ordnance, but it is of frequent 
occurrence to receive requisitions which, instead of being mailed direct by the depart- 
ment commander, have been by him forwarded to the division commander, and by 
him to the Adjutant-General, and by the latter sent to this office. A compliance with. 
regulations would in such cases, and they are very numerous, save the Government 
much needless labor. It seems to me that so simple a rule should govern even with- 
out special regulations, and that is, that a paper that on its faq^ clearly calls for the 
action of the Chief of Ordnance, and can not be acted on by any other official, ought 
to be sent direct to him. Should action be required by higher authority, it then goes 
properly Indorsed by the only official whose duty is to advise, and the completed 
papers are in condition for final action." 

In conclusion, it' the recommendations of the board are approved, it is suggested 
that as this circular will authorize chiefs of Bureaus, as such, to dispose of cases which 
are within the scope of their authority, they should be requested to report hereafter, 
and as soon as business will permit, a list of general orders and paragraphs of Army 
Regulations which should be amended or revoked so as to conform to the letter and 
spirit of the circular, accompanied with a draught of an order to accomplish the purpose. 

The circular, therefore, if amended in accordance with the foregoing suggestions, 
will read as follows : 



[Circular.] 



War DKPARtMKNT, 

, 1889. 



Letters and other papers received at the War Department or any of its Bureaus 
will, unless otherwise directed, be at once sent to the offices to which they pertain 
without instructions, each chief of a Bureau being responsible that the mail sent to 
him is promptly acted upon and report made to the Secretary of War in cases requir- 
ing his action, or to :which he should reply. When acted upon by the Secretary the 
proper notation will be made and the papers sent to the office to which the subject- 
matter pertains, unless instructions to the contrary are given ; and generaUy only 
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snch papers will be filed in the office of the Secretary of War as do not pertain to the 
bnsiness of any of the subordinate Bureaus. This role will also apply to the filins of 
papers in the Bureaus and offices of the Department. Only such papers will be nled 
in a given bureau or office as clearly belong to its business and are within the juris- 
diction of the chief thereof. 

A paper submitted for the action of the Secretary of War will be so prepared as 
that the last indorsement or report shall contain, in the fewest possible words, a sum- 
mary of the case, unless this appears in some report on the same or an accompanying 
paper to which reference is made ; it should also show the question to be decided, and 
conclude with an opinion or recommendation. When necessary the law, orders, or 
customs of the service governing in like cases will be stated, and the case made com- 
plete in itself, so that reference to previous papers will only be necessary to afford 
more definite information upon matters already summarized in the report. 

Where it is evident that it will be necessary to send the report of the Bureau officer 
with the reply of the Secretary of War, the report should be separate from the papers 
or a copy of it submitted. 

The subject of coriespondence will be indicated by the writer in the upper lefb-hand 
corner o^ the first page of the letter or report, the *' subject '' not to exceed three or 
four words. 

Chiefii of Bureaus are authorized to decide cases properly within the scope of their 
authority in their own name. When existing regulations or orders require certain 
oases to be submitted to the Secretary of War ior his action, but in whicn there is no 
difference of opinion, no doubt as to the facts, law, or regulations, where the amount 

involved does not exceed $ , when the decision of the Secretary of War can be 

distinctly foreseen, or the principles of which have been previously determined, 
chie& of Bureaus are authorized to decide such cases and sign the decision '* By au- 
thority of the Secretary of War," provided, any case so decided pertains to the par- 
ticular class of business over whicn the chief of the Bureau who decides the case has 
jurisdiction. 

All cases decided by the Secretary of vVar, or in which he has given orders, will be 
signed either by the Secretary or ''By order of the Secretary of War," and all such 
cases most be noted or recorded in the office of the Secretary. 

Chiefs of Bureaus are authorized to correspond with any military commander or 
staff officer upon the business of their respective Bureaus, forwarding the same, or a 
copy, through or to any commander who should be informed of the contents thereof. 

The Secretary of War requests chiefs of Bureaus to see that the requirements of this 
circular are fully complied with. 

By order of the Secretary of War. 

Chief Clerk. 
Respectfully submitted. 

John Tweedale, 

Ii. W. TOLMAN, 

Jacob Frech, 

Members of Board, 

Hon. William C. JSndicott, 

Secretary of War, 

[Indorsement.] 

Wab Department, 

January 15, 1889. 

Respectfully referred to* for his views and for such amendments as in his opinion 
should be made to the circular in order to simplify and hasten the work of the De- 
partment and do away with unnecessary routine ; also for a detailed statement of the 
classes of work falling within the jurisdictien of his office. This report is desired by 
the 22d instant. It is the intention when the statements from the several chiefs of 
Bureaus are received to have them classified and arranged for ready reference ; then 
to be printed and distributed, so that there need be no doubt where to send a paper 
when its subject is ascertained. 

When report shall have been made upon this circular^ you are requested to trans- 
mit as soon as possible thereafter a list of general orders and paragraphs of Army 
Regulations which should be amended or revoked, so as to conform to the letter and 
spirit of this circular, accompanied with a draught of an order to accomplish the pur- 
pose. 

William C. Endicott, 

Secretary of War, 

* To the chiefs of the several Bureaus of the War Department. 
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Appendes: Ko. 9. 

MESSENGER SERVIClt. 

War Department, 
Board on Business Methods, 

January 17, 1889. 

The board having taken into consideration the subject of transfer of official papers 
between bureaus, divisions, sections, and desks, has the honor to submit the follow- 
ing report and recommendatioD : 

MEANS OF frequent COMMUNICATION BETWEEN BUREAUS, DIVISIONS, SECTIONS, 

AND DESKS BT MESSENGER SERVICE. 

A letter, paper, or case necessarily passes through many hands from the time of its 
receipt in the Department nntil it is finally acted upon and disposed of. Hence the 
necessity for frequent communication in person or by messenger between officials or 
clerks who have in any manner to deal with one and the same item of business. 

In theory, cases not routine are transferred as soon as ready for action by another 
person ; but new business follows close on the" completed, and the mind occupied with 
it instantly leaves the finished work, which may not be at once transferred by reason 
of the messenger being otherwise engaged. In practice, therefore, it happens that 
delays do occur, and the mail is consequently moved at irregular intervals. This 
delay principally affects the merely routine cases, which constitute a large part of the 
work, and which are not liable to have attention called to them. It becomes of great 
importance, therefore, to adopt a system which shall be automatic, and move all cases 
with the rapidity of special cases. 

The amount of delay resulting from infrequent communication becomes apparent 
in timing the transfer of a paper which for the sake of brevity and simplicitv will be 
presumed in the following illustration to require but slight action at each oi the six 
stages through which it is traced, and that papers of that class are transferred as 
often as twice a day. 

(1) A receives a paper on Monday morning, acts on it without delay, and places it 
with similar papers in a basket or box for delivery by messenger to B. 

(2> B receives it on the same day by afternoon delivery, acts on it, and places it in 
a basket for delivery by messenger to C. 

(3) C receives it on Tnesday morning, acts on it, and it goes in a similar manner 
toD. 

•(4) D ]:eceives it on Tuesday afternoon, acts on it, and sends it to E. 

(5) E receives it on Wednesday morning, acts on it, and sends it to F. 

(6) F receives it on Wednesday afternoon, acts on it, and sends it to G, who receives 
it on Thursday morning. 

Thus there may be'three whole days consumed in simply passing a paper through 
six hands; and this on a supposition that it is acted on by each person as soon as re- 
ceived, or at least is not delayed by arrearage of similar papers not yet acted on at 
any of the stages of its progress. It is evident that much of this delay can be obvi- 
ated by providing for the more frequent transfer of papers from one branch of work 
to another. 

Half-hourly office mail delivery. 

It is therefore recommended that round-trip collections and deliveries be punctually- 
made at the different delivery baskets or boxes in a Bureau, at least once every half 
hour, thus bringing all the rooms, sections, and divisions of a Bureau in frequent and 
regular communication with each other ; so that a paper that has received appropri- 
ate action at any stage of it^ progress, goes from the desk at which it has just been 
acted on to the desk at which it is to receive its next action within thirty minutes. 

It is also recommended that similar half-hourly collections and deliveries be adopted 
for the transfer of papers between the several Bureaus and the office of the Secretary. 

In order that the fullest benefit may be derived from this freqnent means of com- 
munication — 

(1) All papers should be immediately taken up on receipt and placed in the hands 
of one or more of the clerks engaged upon the class or classes of work pertaining 
thereto. 

(2) If such clerks have an arrearage of work on hand, every possible exertion 
should be made to dispose of such arrearage, so that a paper will not have to lie 
hours or days simply awaiting its turn. 

(3) Every paper that has received suitable action should be placed in the delivery- 
box before or at the time of the next collection. 
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(4) In other words, if two or more cases are acted on by any clerk in any half hour, 
let them all be transferred by the next delivery : but if only one case has been acted 
on by him in any half hour, let it be transferred by the next delivery, and not lie on 
a desk simply because other similar cases have not yet been acted on. 

Under this method of frequent and regnlar delivery of papers, every case will be 
moved with practically the same expedition as special cases. The necessity fot re- 
plying to urgent inquiries about delayed cases, entertaining requests to make such 
cases special, looking them up in the office, taking them out of their regular routine, 
and watching them closely at each stage of their progress to prevent their relapse 
into the routine, would be practically reduced to the minimum. 

Cases requiring immediate action should, of course, be delivered at once from hand 
to hand by clerks or messengers, as the frequent regular delivery is intended only to 
expedit-e cases which are now moved at longer intervals of time. 

Office mail-cards. 

In order that a paper or number of papers may be readily dispatched to their des- 
tiaation, appropriate revei'sible cards or jackets, plainly addressed, should be pro- 
vided for the transmission of such papers wherever practicable. 

Such card or jacket can be placed on top of a thick package of papers or folded 
about a few papers, and held fast by likeans of a rubber band, so that it may be readily 
unfastened. 

The cards should have the address in red ink of the room or division from which 
sent on the inside of both folds, and that of the room or division to which sent in 
black ink on the outside of both folds, so that when the card is folded the address 
may be readily seen with either side up. The folds should be of stiff card-board, 
hinged with muslin. 

As the addresses on the card accompanying the papers will always clearly indicate 
to whom they are to go, and from whom they came, addressing of envelopes or slips 
will be obviated. 

Where A usually sends papers to B, the cards used by A may be addressed to B in 
black, and contain the address of A on the reverse side in red, with remark : ** Beturn 
to A." This will insure the return of the cards to A for use by the next delivery. 

So, where B has occasion to send papers to A, B should be provided with a similar 
set of cards, with A's address in black and B's in red, with remark : '* Return to B." 
This will prevent all the cards being at one end of the line when some are wanted at 
the other. 

While a difference in color of addresses is not indispensable, it will be found conven- 
ient where many cards from different sources are handled, as when a card is received 
having a black address on the outside it is at once known that it belongs to the' di- 
vision indicated in red on the reverse side, so it need simply be reversed, after taking 
out the papers, and dropped into the outgoing basket, while one received with a red 
address outside is retained, it having arrived at the division where it belongs. 

To accomplish the half-hourly mail delivery it will be necessary in most of the Bu- 
reaus to have one or more messengers exclusively engaged upon this work. They 
can, no doubt, be readily designated, as the other messengers will have more time to 
attend to other work. 

Be^ectfully submitted. 

John Tweedaxjb, 
l. w, tolman, 
Jacob 1^'bknch, 
Jfemhers of Board, 

Hon. Wm. C. Endicott, 

Secretary of War, 



[Orders.] 



War Department, 
Washington City, January 18, 1889. 

In order to secure frequent and prompt delivery of official papers between the 
rooms or sections of a Bureau, the chief of each Bureau in which the business trans- 
acted will warrant such action, is hereby directed to assign an assistant messenger or 
laborer to the duty of regularly collecting and delivering official papers. 

Collections and deliveries to be punctually made by the designated carrier at all the 
deliverv baskets or boxes in a Bureau every half hour, viz, 8.45, 9.15,9.45, 10.15, 10.45, 
11.15, 11.45 a. m. ; 12.30, 1.00, 1.30, 2.00, 2.30, 3.00 and 3.30 p. m. ; the carrier calling 
at each mail-basket twice each trip, once going and once returning, so as to insure 

17958 6 
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the transmission of completed papers in either direction thronghout the Bnreau each 

Similar 'half-hourly collections and delivery of papers will be made between the 
several Bureaus and the office of the Secretary by an assistant messeuffer or laborer, 
to be designated by the chief clerk of the Department ; the hours of delivery being 
9.00, 9.30, 10.00, 10.30, 11.00, and 11.30 a. m. ; 12.00 m. ; 12.45, 1.15, 1.45, 2.15,2.45, 

3.15, and 3.45 p. m. , . , - ^-l . xi, ^ r ^««««.„«^«« 

In order that the fullest benefit may be derived from this method of commonica- 
tiou, chiefs of Bureaus will require that all papers delivered be immediately taken np 
aud placed in the hands of clerks engaged upon the work pertaining thereto; and 
that every paper that has been act<-d upon in one room, and which requires action 
ill another, be placed in the delivery box before or at the time of the next collection. 
Cases which require immediate action will, of course, be delivered at once, me 
half-hour delivery applies to cases which have been moved at longer intervals. 

Reversible mail-cards or jackets, plainly addressed, will be used for the protection 
and safe transmission of papers, wherever their shape or size will permit ; t^© ajl- 
dress of the room or division from which sent to be m red ink on the mside of both 
folds, and of the room or division to which sent in black ink on the outside of both 

In order to allow time for the preparation t^f the necessary mail-cards, this order 
will be carried into effect on the 1st of February next. 
In the meantime estimates of the number and sizes of cards will be made by each 

As explanatory of this system, the report of the board on business methods is hereto 

•PP^°^^- WM. C. ENDICOTT, 

Secretary of War, 



Appendix Ko. 10. 

SUPPLT DIVISION. 

War Department, 
Board on Business Methods, 

January 18, 1889. 

The board has the honor to submit the following report upon the subject of the 
procurement of supplies for the Department aud its Bureaus : 

For many years prior to 1882 the contract for supplying stationery was awarded to 
the bidder whose total bid for all the items on the schedule was the lowest, and each 
Bnreau purchased directly from the contractor. The form of the advertisement in- 
viting proposals for stationery was changed by the Secretary of War in his adver- 
tisement of May 22, 1883, the following clause 'being inserted: "Bids will be con- 
sidered on each item separately." Bidders were required to submit samples of the 
goods proposed to be furnished, and a board of experienced clerks was appointed to 
pass upon the samples received, with instructions to " consider each item separately 
aud determine their recommendation for an award on each article before passing to 
the next." Upon the approval of the recommendation of the board by the Secretary 
of War, a contract was entered into with the lowest bidder who proposed to furnish 
a particular item of stationery equal to the sample selected. 

Prior to 1883 each Bureau had a separate appropriation tor office contingencies, ont 
of which articles of stationery and miscellaneous supplies were purchased, and until 
that year miscellaneous supplies were purchased as needed by each Bureau withont- 
advertisement. In the act approved March 3, 1883 (22 Statutes, 552) , the fourteen sepa- 
rate appropriations, for office contingencies, were merged into two appropriations, 
one for stationery, the other for contingent expenses, which includes miscellaneous 
supplies, and these two appropriations were placed under the direct control of the 
Secretary of War. The method adopted in 1882 for the purchase of stationerjr, m 
described above, has since 1883 been applied as far as po«g\ble \q f ^Q jP^^Lrohase otmia- 
eellaneous supplies. 
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The following table shows the result for each year from 1682 to 1888 : 



Statement of expenditures. 



FOB MISCELLANEOUS SUPPLIES. 



Office or Bnrean. 



Secretary's. ..*i* 

A^jatant-Qeneral 

Sargeon-Geoeral < i 

Qaartermaster-General . 
Paymaster-General.. .. 

Chief of Engioeera 

Chief of Ordnance 

Comraissary-GeneTal . . . 

Winder Building 

Inspeotor-Greneral 

WarBecorda 

Jndge - Advocate- Gen- 
eral 

Signal 



Total 



Fiscal year ending- 



June 30, 
1882.* 



Jane 30, 
1883.* 



June 30, 
1884. 



$5. 188. 69 

11, 494. 98 

11,452.55 

7, 791. 86 

8,091.65 

2,036.66 

1, 4ia 27 

1. 801. 45 

4,291.70 

284.82 

1,717.88 

1,207.99 
1,966.95 



53,745.45 



Jane 30, 
1883. 



$7,774.03 

11,003.08 

10,716.45 

7, 816. 21 

2,398.12 

2,017.57 

2,196.66 

2,313.39 

4,144.21 

430.46 

1,785.53 

1,979.01 
7,036.15 



61,610.87 



June 30, 
1886. 



$5, 050. 90 

10,400.21 

9, 854. 19 

7,971.90 

2.783.79 

1. 423. 29 
1, »69. 54 

2. 115. 30 
8, 777. 46 

162. 28 
1, 920. 14 

1,519.89 
7,301.22 



60,653.11 



Jane 30, 
1887. 



$6,552.83 

10.643.93 

10, 055. 59 

6,581.41 

2.525.02 

1. 447. 29 

1, 941. 56 

1,500.54 

5, 880. 71 

144. 20 

1, 944. 69 

1, 476. 09 
7,090.03 



57, 819. 89 



June 30, 
1888. 



$7,449.38 

10, 467. 28 

12, 644. 18 

7. 135. 41 

2. 142. 30 

2, 527. 96 

1, 766. 94 

2, 200. 58 

3, 748. 87 

494.04 

1, 241. 57 

704.56 
7,012.74 



59, 535. 81 



'' No sepaitite record. 



FOR STATIONERY. 



Seoretarv's ..■.,■., r 


$8,502.26 


$1. 449. 58 


1,983.48 


3,025.68 


2, 799. 03 


2,668.48 


1,846.91 


Adjutant-General 


5.635.24 


3,627.71 


3,965.28 


4, 613. 80 


S, 356. 10 


3,368.71 


6, 714. 71 


Surgeon-General 


6,758.18 


4,920.15 


4,489.31 


5. Oil. 17 


4, 645. 62 


3, 811. 74 


4, 087. 87 


Quartermaster- G enera! . 
Paymaster-General .... 


3,.')9i.84 


2, 078. 61 


2,985.52 


2. 914. 16 


2, 987. 80 


3,235.25 


2,945.53 


1, 127. 49 


773.04 


384.97 


441. 82 


658.48 


504.01 


651.76 


Chief of Engineers 

Chief of Ordoance 


1, 184. 42 


1, 074. 05 


1. 053. 77 


85&02 


9^.63 


1, 159. 83 


772.02 


864.92 


620. 70 


868.64 


703.27 


531.89 


939. 95 


840.21 


Commissary -General . . . 


662.06 


402. 13 


292.18 


344.37 


400. 05 


457. 58 


232.53 


Winder Bail dine 
















Inspector-General 


241.00 


36.45 


57.43 


194. 55 


254.80 


139.68 


130.86 


War Records . . - .... 


1, 98L 43 


578. 91 


360. 75 


538.80 


464.87 


404.28 


411. 29 


Jndge • Advocate- Gen- 
















eral .........•.>•..•.. 


217. 80 
4,249.48 


222.89 
2,655.69 


222.88 
4,519.68 


285. 22 
8,489.63 


305.00 
4, 182. 85 


243.12 
3, 710. 61 


260.41 


Siicaal... 


4, 060. 34 






Total 


33,919.12 


18, 44a 91 


21. 173. 89 


22, 420. 49 


23,474.62 


20,643.24 


22,954.44 





The first colamn (1882) of the table of expenditures for stationery shows the amount 
expended nnder the old system when the contract was awarded in bulk to one per- 
son, and is about the average amount expended in previous years. The other col- 
umns show the result of the new system, nnder. which the saviUg in the Secretary's 
office was over 80 per cent, in 1883, and over 75 per cent, in IsSl, and over 40 per 
cent, in the whole Department, and yet early in 1883 over six hundred new clerks were 
added to the force of the Department. The expenditures have been substantially 
uniform in amount since the adoption of the new system. It is to be regretted that, 
as no separate account was kept of the expenditures for miscellaneous supplies prior 
to July 1, 1883, it is not possible to make a comparison of the expenditures for those 
supplies. 

Up to July 21, 1884, the chief clerk of the Department, under the Secretary, had 
charge of the purchase and issue of stationery and miscellaueous supplies, with the 
proper assistants in immediate charge. The system worked well and economically, 
but neither the Secretary nor the chief clerk could exercise careful personal super- 
vision of the work, their time beiug so fnlly occupied with more important official 
matters. The Secretary, therefore, to relieve himself of direct responsibility for the 
purchase and issue of supplies for whiob he was oontraotiog officer, decided to place 
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the bosiiiess in charge of a bonded officer of the Qaaitermaeter's Department of the 
Army. Accordingly the following circular was issued : 

[Circular.l 

War Department, 
Washington City, July 21, 1884. 

The following is published for the information and guidance of the chiefe of Bureaus 
and officers on duty in the War Department : 

(1) The stationery and miscellaneous supply divisions of the War Department will 
be consolidated, and known as the *' supply division of the War Department.'' 

(3) The officer assigned to duty in charee of the supply division will purchase, is- 
sue, and account for all supplies for the War Department and its Bureaus, in accord- 
ance with the regulations prescribed for the Quartermaster's Department of the Army. 
Exclusive of the libraries^ he will take up and account for all public property belong- 
ing to the War Department and its Bureans. Chiefs of Bureaus will cause their chief 
clerks, superintendents of buildings, or other persons in charge to furnish the officer 
accountable with memorandum receipts for aU property in their respective Bureaoa 
or divisions. 

(3) For all indebtedness incurred by the officer in charge of the supply division on 
account of the War Department and its Bureaus he will prepare and certify proper 
vouchers for payment by the disbursing clerk of the War Department. He will have 
charge of and properly keep the books referred to in section 197, £evised Statutes of 
the United States, and will keep such other books and records as may be necessary 
to make, at all times, a clear and correct exhibit of all purchases, issues, stock pa 
hand, and expenses incurred on account of the War Department and its Bureaus. 

(4) Notice if the allotment to the several Bureaus and offices from the amount ap- 
propriated for contingent expenses will be given from this office, and the sum allotted 
to each will not be exceeded without special authority from the Secretary of War. 

(5) When property or supplies are required for the service of any Bureau of the 
War Department, requisition therefor, signed or approved by the chief of Bureau, 
will be made by the officer in charge of the supply division of the War Department. 

Bills for eas, telegraphing, freight, and express charges will be rendered as here • 
tofore, verified by the respective chiefs of Bureaus, and forwarded to the Secretary of 
War for payment. 

Repairs of buildings and furniture, which require immediate attention, may be 
made under the supervision of the chief of the Bureau in which the repairs are needed, 
and tbe bills for the same, after having received his approval, will be forwarded to 
this office for payment. 

Robert T. Lincoln, 

Secretary of War, 

The officer detailed (Capt. C. H. Hoyt) has since continued in eharee. He makes all 
the contracts and issues the supplies. It was the intention, as will be seen from the 
circular, to have the officer account for the supplies *' in accordance with the regula- 
tions prescribed for the Quartermaster's Department ; " that is, his accounts, vouch- 
ers, etc., should be audited by the Third Auditor of the Treasury, that officer having 
charge of the accounts of (quartermasters. But the quartermaster in charge of the 
War Department supply division makes no disbursements. All of his accounts are paid 
by the disbursing clerk of the War Department, from the proper appropriation, which 
is contained in the legislative, executive, and judicial appropriation act. Theexpendi- 
tnres from this appropriation are audited by the First Auditor of tiie Treasury, and 
the accounts and vouchers of the officer in charge of the supply division must go there 
for audit if anywhere. But that officer does not audit the accounts of quartermasters, 
and consequently has no clerks skilled in the requirements of the Army Regulations. 
To overcome the difficulty a circular was issued, providing that after passing the scru- 
tiny of the Quartermaster-Qeneral the accounts should be filed in the office of the 
Secretary. 

The following is the circular : 

rCircalar.l 

War Department, 
Washington City, February 19, 1885. 

Referring to the circular of July 21, 1884, from this Department, establishing the 
'^ supply division of the War Department," the following regulations will be observed 
in accounting for the supplies furnished said division : 

The officer assigned to duty in charge of the supply division will purchase, issue, and 
account for aU supplies for the War Department and its Bureaus, in accordance with 
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the regalations prescribed for the Quartermaster's Department of the Army. His 
property returns will be examined in the office of the Quartermaster-General, and if 
not satisfactory, he will furnish such additional information as will satisfy the Quarter- 
maiiter-General that the property has been properly purchased, issued, and accounted 
for; except that the propriety of the purchase of any article will not be raised by tbe 
Quartermaster-General. 

The officer in charge of the supply division — when in doubt as to the propriety of 
filling any requisition made upon him under Paragraph V of War Department circular 
of July 21, 1884, -will submit the question to the Secretary of War for decision. 

When the returns have passed the scrutiny of the Quarterma8t>er-Genera], and are 
satisfactory to him^ they will be forwarded to the Secretary of War for file in the 
War Department. 

When supplies are issued from the supply division to the War Department and its 
Bureaus, they will be receipted for in each Bureau by an officer of the Army on duty 
in the Bureau desi^ated for the purpose, with the approval of the Secretary of War, 
and in the office or the Secretary of War by the chief clerk or the officer acting for 
him, which receipts will be a sufficient discharge of the officer in charge of the sup- 
ply division of his accountability for the articles covered by the receipts. 

Fuel and articles of stationery and the minor items of miscellaneous supplies will be 
dropped firom further accountability when issued and properly receipted for; the 
larger and more important articles of miscellaneous supplies win be accounted for by 
the officer in charge of the supply division, under section 197 of the Revised Stat- 
utes. 

Robert T. Lincoln, 

Secretary of War, 

• 

From the foregoing it will be seen that an officer of the Army was assigned to the 
charge of the supply division for two reasons ; first, that he might be the contracting 
officer, and as sucV contract in bis own name for supplies for the Department and be 
directly responsible for their purchase and issue ; and, second, that he should account 
for all such supplies purchased and issued in accordance with the regulations pre- 
scribed for the Quartermaster's Department of the Army. 

The second reason for the assignment has not been fully accomplished, because, as 
stated above, it was not practicable to have his accounts audited where those of other 
quartermasters were audited. It may also be said that he h^s no accounts to audit, 
ae he makes no disbursements, all of the accounts for supplies purchased being paid 
by the disbursing clerk of the War Department, whose accounts are audited by the 
First Atiditor. 

The seeond reason failing, the first may readily be met by requiring one of the 
clerks to ^ve bond for the faithful performance of bis duties and authorizing him to 
contract lor supplies. 

It is believed the security afforded by an officer of the Army being in charge of the. 
division is not any greater than it would be if a bonded clerk was placed in charge ^ 
Altof theBureans ofthe Department (except the Signal Office) are now in one buildingg 
and the records and stores of the supply division may be inspected at any time. A 
tbe officer in char;^ ofthe division will go upon the retired list this year, the board 
hAS no hesitation m recommending that the supply division be plaoed in charge of a 
clerk in the Secretary's Office, who shall be required to give bond. From consulta- 
tion with chiefs of Bureaus it is believed this will give general satisfaction. The 
system of porchasing and issuing supplies in this Department is practically the same 
as that adopted in the Department of the Interior, the Treasury, and in other Depart- 
ments. 

In concluding this report attention is called to the fact that the salaries of like 
XKMitions in other Departments are as follows : The chief of the division of stationery, 
printing, and blanks, Treasury Department, $^,500; the chief of the miscellaneous 
division, Treasury Department, |2,&00 ; the chief of the stationery and printing divis- 
ion, Interior Department, $2,000, and the custodian in charge of miscellaneous sup- 
plies, same Department, $1,600. The custodian gives bond in the sum of $5,000. The 
supply division of the War Department purchases and issues both stationery and 
miscellaneous supplies. The salary of the chief of that division should therefore 
'squal that ofthe chief of the stationery division of the Treasury. In the annual es- 
imates the salaries of aU chiefs of division in this Department are recommended to be 
«2,400. 

Respectfully submitted. 

John Twksdaxb, 
l. w. tolman, 
Jacob Frech, 

Mvnbber^ of Board, 
Hob. Wiixiam C. £ni>icott. 

Secretary of Ww, 
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rOrders.] 

War Department, 
Washinglon Cityy January 19, 1889. 

Capt. Charles H. Hoyt, assistant quartermaster, U. S. Army, is hereby relieyed 
from duty in charge of the supply division of this Department, and will report to 
the Quartermaster-Gtoneral. 

Mr. M. K. Thorp, chief clerk of the supply division, is assi^ed ^o the charge of 
the supply division. He will give bond in the sum of $10,000 for the faithful per-, 
formance of his duties, and will enter upon his duties after his bond is approved by 
the Secretary of War. 

He will purchase, issue, and account for all supplies and property in accordance 
with the regulations contained in the circulars of July 21, 1884, and February 19, 
1885, except that portion of the regulations mentioned which requires supplies to be 
purchased, issued, and accounted for in accordance with the regulations prescribed 
for the Quartermaster's Department of the Army and the property returns of the 
officer in charge to be examined in the office of the Quartermaster-General, in lieu of 
which requirements the books and accounts of the supply division will be hereafter 
inspected and reported upon by an officer of the Inspector-Qenerars Department, in 
accordance with the regulations governing 'that Department. 

William C. Endicott, 

Secretary of War. 



Appendix ^o. 11. 
dail7 reports of "work. 

War Department, 
Board ox Business Methods, 

January 19, 1889. 

The attention of the board having been called to the matter of daily reports of 
the amount and character of work performed by clerks, after careful examination the 
following report is respectfully submitted : 

TheHct approved August 26, 1842 (section 13^ now section 173, Revised Statutes), 
provides that *'each chief clerk in the several Departments and bureaus, and other 
officers connected with the Departments, shall supervise, under the direction of his 
immediate superior, the duties of the other clerks therein, and see that they are faith- 
fully performed." 

In the same section (now section 174, Bevised Statutes) it is also provided that he 
'' shall take care, from time to time, that the duties of the other clerks are distributed 
with equality and uniformity according to the nature of the case. He shall revise 
such distribution, from time to time, for the purpose of correcting any tendency to 
undue accumulation or reduction of duties, whether arising from individual negligence 
or incapacity, or from increase or diminution of particular kinds of business ; and he 
shall report monthly to his superior officer any existing defect that he may be aware 
of in the arrangement or dispatch of business." 

And in the same section (now section 175, Revised Statutes) it is further pro- 
vided that " each head of a Department, chief of a bureau, or other superior officer, 
shall, upon receiving each monthly i<eport of his chief clerk, rendered pursuant to the 
preceding section, examine the facts stated therein, and take such measures in the 
exercise of the powers conferred upon him bylaw, as may be necessary and proper to 
amend any existing defects in the arrangement or dispatch of business disclosed by- 
such report." 

On the 11th of April, 1845, the President addressed the following letter to the Sec- 
retary of War upon the subject : 

Washington City, April 11, 1845. 

Sir: In executing the laws there is no duty which appears to me more imperative 
than to take care that officers who receive the public money shall promptly and ftilly 
perform the duties for which the law appropriates their respective salaries. Justice to 
the public and a proper regard for the clearly expressed will of Congress require that 
this shall be done. Those who come to the seat of Government on public business should 
not be unnecessarily delayed by the negligence or inattention of the heads of bureaus 
or clerks connected with the Executive Departments. I therefore invite your atten- 
tion to the thirteenth section of the act of Congress approved on the 26th August, 1842, 
entitled '' An act legalizing and making appropriations for such necessary objects as 
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have been usually included In the general appropriation bills \vltbout authority of 
law, and to fix and provide for certain incidental expenses of the departments and 
officers of Government, and for other purposes ; " and to the twelfth section of the 
** Act to reorganize the General Land Office," approved on the 4th of July, 1636. 

I desire that you will cause the monthly reports required by the act of 1842 to be 
regularly made and that you will transmit them to me. 

The law contemplates that the distribution of labor amongst the clerks shall bear 
a fair proportion to their compensation, and it is unjust that the meritorious and 
faithful should have to perform the duties of such as may be found to be negligent, 
idle, or incompetent. To prevent this injustice, it is essential that each clerk shall 
attend regularly in his office, and discharge his own appropriate duties. It is desired 
that each head of a bureau shall cause to be kept a daily statement showing the ab- 
sence of each clerk from his duty, during office hours — the pauses of such absence as 
far as he may be able to ascertain them, and that this statement accompany the 
monthly reports. 

I also desire that you will accompany the monthly reports with a statement of any 
complaints which may be made to you of any clerk in your office who may have con- 
tracted debts since his appointment, and does not pay them agreeably to his contract. 
Disclaiming any right to interfere with the private affairs of officers of Government, 
I am yet unwilling that they shall be embarrassed in the performance of their public 
duties by the just importunities of disappointed creditors, who trusted them on the 
faith of their compensation from the Treasury. 

Believing that the duties required of the officers and clerks employed in the several 
Executive Departments are by no means unreasonable, and impressed with the im- 
portance of a prompt and efficient dispatch of the public business, I desire that yon 
willvtake measures for the due execution of the laws to which I have called your at- 
tention. 

Respectfully, yours. 

Jambs K. Polk. 

Hon. William L. Mabct, 

Secretary of War, 

Thereupon the following circular was issued by the Secretary of War 

[Circular to the bnreanfi of the War Department.] 

War Depabtmbnt, Jpril 25, 1845. 

Particular attention is directed to be paid to the reports required by the thirteenth 
section of the act of August 26, 1842, relative to clerks, etc., and a strict compliance 
with all its provisions is required ; and it is further required that all absences from 
office between the hours of half past eight a. m. and half past three p. m., for which 
permission has not been ffiven, be embraced in the monthly reports. *' It is unjust 
that the meritorious and uithful should 'have to perform the duties of such as may 
be found negligent, idle, or incompetent." 

W. L. Mabct, 
Secretary of War. 

The monthly reports of chief clerks required by section 174, Revised Statutes, do 
not seem to have been made in writing from December, 1851, until April, 1887, when 
the following circular was issued by the Secretary of War : 

[Circalar.J 

Washington City, April 23, 1887. 

The attention of heads of bureaus of the War Department is invited to sections 173, 
174, and 175, of the Revised Statutes, and a strict compliance therewith is enjoined. 

Heads of bureaus will require each clerk in their respective offices to make a daily 
report of his (or her) attendance, and of the amount and character of work performed, 
and will require the respective chief clerks to submit to them a monthly report, com- 
piled from the daily reports, showing the attendance of the clerks, the business trans- 
acted in the office during the month, and the amount remaining on hand to be dis- 
posed of. These reports should be made on blank forms, and should not contain 
statements of work which can not be verified by reference to the records, such as oral 
inquiries and replies, a remark on the blank form being sufficient to cover all that 
ueed be said in regard to work that can not be tabulated. 

By order of the Secretary of War : 

John Tweedale, 

Cliief Clerk. 
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\ ■• . . . 

This circalar prorides that the daily report of work performed by each clerk ** should 
not contain statements of work which can not be verified by reference to the records, 
sneh as oral inquiries and replies/'' 

From the fact that only statements of oral inqniries and replies were specilically 
excepted from the requirements of the circular, it was generally understood that i\ 
detailed report was required of all work not falling under the head of oral inquiries 
or replies. As a consequence, at the end of each month the chief clerks of some of 
the Bureaus receive a voluminous mass of iigures to consolidate, indicating miunte 
classification of clerical business, from much of which no useful deduction can be 
made as to the' relative or actual amount of work performed by individual clerks or 
by the divisions in the Bureau. 

The blank form for the monthly report of the chief clerk of the Signal Office has 
two hundred and twelve^ columns, with a printed heading for eaeh, indicating the 
various kinds of work performed. The footings of the columns on the November re- 
report vary from 2 to 40,144. 

/The Chief Signal Officer, in his annual report for 1888, invites attention ** to the 
great and apparently profitless consumption of time at Government expense entailed 
by the daily reports of work, made by each person performing clerical duty, to the 
chief elerk of this office as prescribed by existing orders. It is within bounds to 
estimate that the cost of su^h work to the Government consumes the time of four 
clerks, at an expense of about $4,000 annually. The outcome of such daily reports 
is a summary, which, indeed, tells how many letters have been read and distributed, 
how many briefed, recorded, and numbered, how many noted, and other items of 
like character, but it is impossible that data of this character shall give any ade- 
quate idea of the amount of work annually performed by the clerk. Many letters 
are of such a character that fifty such letter's daily would not be an arduous task for 
a type- writer or copyist, while others are of such length, and are written under such 
disadvantages that ten of them would entail a hard day's work. 

** The chie£» of divisions should be, and are believed to be, men of such character 
and standing that they can be relied upon to see that the clerks under their charge 
do a fair day's work for the Government, and in case any division chief is inclined 
to favor any person under his charge, he is enabled, under the present system, to so 
arrange matters that the poorest clerk in the division can have the largest record on 
paper. It is urgently recommended that the report be discontinued." 

The chief clerk of the Surgeon-GreneraVs office says : 

'* Experience in this office has developed some features probably not so clear at the 
date of the circular. Thes^ features are all of an unfavorable character. The small- 
est apparent objection is that it consumes time. The last monthly report showed 
357 clerks present for duty the whole or part of the time, making approximately 
9>000 days' work, the details of which are to be compiled' and tabulated. These de- 
tails for the month aggregate 611,867, or for the year, 7,348,404. I compute that the 
time occupied in making and tabulating these reports is equal to that of three clerks 
the year round. As the average pay of clerks in this Bureau is $1,*259.47 the annual 
expense to the country is $3,778.41. 

*^ What the above enormous figures represent is not easy to say, as they have no 
common measure, and there is not the slightest resemblance in the things counted. 
I shall for the nonce call the items of work, of whatever kind — 'somethings' — and 
we soon find that one man does a good many more 'somethings' than another, 
who may-be JQst as fully employed. The clerks in the museum average 169 'some- 
things,' while those in the library, under the same supervision, piake 1,600. 'A' is 
credited with doing 28,101 ' somethings ' in the month, and on the same page, oppo- 
site the name of ' B,' is the figure 2. . Even things of the same name are not neces- 
sarily equivalent. What I now write may be called a letter and so may a sheet that 
requires only three lines of writing, and it is so throughout. 

"Again the figures, whatever they may mean, have not the character of evidence. 
They are written solely by the men whose real or supposed interest is to make the 
best showing they can. I do not say that any one makes a false report ; but I do say 
that if in a body of three hundred and fifty men not one will deviate a unit irom 
verity to favor himself, then they are honest enough to do without this contrivance. 
If they be not honest it will do no good. It may be said that the clerk's report should 
be verified and certified by the chief of the division. To that the simple answer is 
that it can't be done. Suppose a clerk claims to have made two hundred entries and 
cross references, here and there in several books. To verify them would take nearly 
as much time as to make them — that is, the whole of it ; and during the verification 
the clerk and his books would be idle. The process would he self-destructive. 

"When a clerk is employed upon work presenting no result that can be counted or 
measured he is allowed to be let off with a marginal remark. I find, in consequence, 
seventy-nme men employed wholly, and seventy-one partly, on work that can not be 
counted. To count a part and omit the rest gives no better measure than to omit the 
whole. 'B,' named above, did two ' somethings' in March and an indeterminate 
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quantity of something else ; and the total would be as iutelligible if the first element 
were left out. Thos for one hundred and fifty clerks the reports fail on their face ; 
and those who handle them best know that for the remainder they atford nothing 
either significant or reliable. 

*^It has been found impossible to substitute these reports for any of the records or 
memoranda already kept by the offiee for its own information. Hence they are wholly 
superadded. When a clerk works six days under an intelligent superior, a pretty 
fair estimate can be made of his capabilities, and his aasignment to any particular 
duty is based upon such estimate.'' 

In view of the foregoing and upon examination of the forms used, the board is of 
opinion that the order of April 23, 1887, has been too literally construed, and that 
in consequence labor and time have been consumed in reporting details of work 
without corresponding beneficial results. 

It is therefore recommended that the circular of April 23, 1887, be rescinded, and 
that chiefs of Bureaus be authorized to exercise their discretion in the matter of re- 
ports of work performed in their respective Bureaus, having in view the duties 
required to be performed by chief clerks under sections 173 and 174 of the Revised 
Statutes. 
Respectfully submitted. 

John Twekdalk, 
l. w. tolman, 
Jacob Frech, 

Members of Boara. 
Hon. William C. Endicott, 

Secretary of War, 
» 

The following order was issued upon the recommendation of the board : 

[Circular.] 

War Department, January 21, 1889. 

The circular of April 23, 1887, which requires reports to be made of work performed 
in the several Bureaus of the Department is hereby rescinded. 

ChiefsQf Bureaus are authorized to exercise their discretion iu the matter of reports 
of work performed in their respective Bureaus, having in view the duties required to 
be performed by chief clerks under sections 173 and 174 of the Revised Statutes. 
By order of the Secretary of War. 

Sam'l Hodgkins, 
Acting Chief Clerk. 



CORRBSPONDENCE. 



War Department, 
Washington City, February 15, 1889. 

Sir: In connection with my letter of January 23, ultimo, transmitting the report of 
the Board on Business Methods and appendices, I have the honor now to transmit here- 
with the report of the board on the subject of *' correspondence," with my orders of this 
date upon the subject; also copy of the circular of the 9th instant, directing that cases 
be traced in the several divisions of the Department. 

I also inclose a copy of my order of the 13th instant on the subject of administration, 
a copy of a list showing the assignment of work in the offices and bureaus of the Depart- 
ment; also a copy of the circular of the 9th instant, requiring similar lists to be prepared 
of the work pertaining to each bureau and giving the names of officials to whom it. is 
sent after its receipt and entry. 

It is important that the reports of the board be printed for distribution in the De- 
partment, and it is estimated that about 3,000 copies will be needed for this purpose. 
The adoption of the recommendations upon the subject of correspondence will make it 
necessary to purchase a number of cabinet letter-files, and about 500,000 blanks will 
have to be printed for the card-index system. There are some forty record divisions at 
present in existence in the Department. If each division requires two letter-files, eighty 
will be required, at an average cost of $50, $4,000. An appropriation of $5,000 should 
therefore be made in the deficiency bill for the Department. A deficiency estimate oi 
$10,000 has already been submitted (page 12, House Ex. Doc. 71, Fiftieth Congress, sec- 
ond session) for printing and binding, and that amount should be appropriated. 

The difficulty of overcoming bias in favor of existing systems is great, and while re- 
ports and rules taay point the way to improvements and orders enforce them for a time, 
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persistent edbrt closely followed up is the only hope of accomplisliing eiidanng lesnlts. 
If, therefore, it is desired that this work shall be done by a board, and this seems best 
to secure uniformity, the investigation must go into minute particnlars, which will 
take a long time. The members for a board to investigate thoroughly all matters in- 
volving clerical labor in the Department can not well be spared from the force now 
allowed by law, for, as stated by the Board in its report of the 2l8t ultimo, the mem- 
bers of a board necessarily on duty at the place where their regular duties are per- 
formed are frequently consulted upon matters pertaining to their regular official duties, 
and thus the investigation is interrupted and delayed; so for a board to conduct an ex- 
tended investigation there should be an appropriation to provide for the payment of the 
members of the board and expenses, and this would enable the Secretary to fill the 
places of those members of the board selected from the employ^ of the Department. 
Very respectfully, 

Wm. C. Endicott, 

Secretary of War. 

Hon. F. M. COCKBELL, 

Chairman of the Senate Select Committee to Beamine the Methods 

of Conducting Business in the Executive Departments. 



(IKCLOSUBES.) 



Report of Board and exhibits, No. 1. 
Circular of February 9, 1889, No. 2. 
Circular of February 13, 1889, No. 3. 
Assignment of business, No. 4. 
Circular of February 9, 1889, No. 5. 



Appendix No. 12. 

flndosure No. 1.] 
CORRESPONDENCE. 

Wab Depabtmskt, Boabd on Business Methods, 

February 14, 1889. 

The board has the honor to report upon the subject of departmental correspondence. 

DEFINITIONS. 

To avoid repetition, certain words and phrases used in this paper, when not otherwise 
explained, are to be understood as meaning as follows: 

By *^ action on papers" is meant whatever is done with a paper up to and including 
the final decision thereon, except the carrying of it around by messengers or passing it 
from one to another, which can not of course be reckoned among any of the successive 
steps in its progress to a final decision, and except also the processes of briefing, enter- 
ing, indexing, noting, and recording, which are occasionally mentioned collectively 
herein under the term "recording." 

" Clerks " include all persons in the civil service of the Department not appointed by 
the President. 

'* Department " includes all offices or bureaus connected with the War Department 
in the city of Washington. 

"Important papers" include all papers emanating from or received at the Depart- 
ment which contain, either in themselves or by reference thereto, information of value 
for future reference. 

*' Information of value" includes facts, decisions, laws. This is not to be understood 
as including all facts, for instance, the mere re-statement of fiicts which appear on the rec- 
ords, where they will be searched for in any event, is in the nature of an extract from 
the records and need- not be again recorded, thO' original being sufficient. If, however, 
the search has consumed time the result of which may be useful in the future, it should 
be preserved in some way, provided it will not take as much time to find the result of 
the search as to again search the original record. 

The word **mail" or "letters" or "papers" includes all correspondence upon official 
business received at or sent from the several bureaus or offices of the Department, as de- 
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fined in the in&tractions of Octobei* 1, 1870. The personal or demi-official cotfespond- 
ence of an official is not incladed, and does not become a part of the official correspond- 
ence nntil the person addressed so decides. With snch a letter, therefore, an interval 
may elapse before its apparent receipt at the Department, as shown by the date-stamf), 
daring which it has been in the xtersonal possession of theT official addressed. 

** Recorded" or ** recording " includes all the work therewith connected, viz, brief- 
ing, recording, numbering, indexing, or notating. 

insteuctionIi at pbbsent in fobce. 

The existing ''instrnctions for keeping the records and transacting the clerical busi- 
ness of the War Department " were published October 1, 1870, in a pamphlet, a copy of 
which is herewith submitted, marked Exhibit A. This book defines *' letters received " 
and '' letters sent," provides rules for the receipt and distribution of the mail, gives in- 
structions how to brief and record letters received, to prepare communications for ex- 
ecutive action, to record letteis sent, to index communications and precedents; it directs 
that handwriting in books and on papers shall be plain and of good size, and forbids 
flourishes or ornamental writing. The rules are clear and concise; they have been in 
use in the present form eighteen years, and rules very similar have been in use for 
a much longer period. The result of this long use is largely in their favor, papers 
or precedents are quickly found, and when it is desired to collect all correspondence on 
a given subject extending over a series of years it can be done in a short time, provided 
the first search is supplemented by one or two special searches on lines suggested by the 
papers found on the first search, and it may reasonably be assumed that the papers thus 
colleccted comprise all that have been filed on the subject, except those which have not 
remained on the files, and in lien of such papers the books afibrd information as to their 
contents and the action thereon. The system by which this is accomplished is of great 
valne, but it may be carried so far as to unnecessarily delay the public business; thus if 
important papers are recorded and trifling matters noted, the time of clerks will be 
taken up with work not really necessary, and the record-books and files incumbered 
with useless entries and papers. 

It then beooines important to consider what the present instructions for keeping the 
records require. They classify official business, and define ** letters received" and 
* betters sent " as follows: 

^* AU the clerical business of an executive bureau or military office is comprehended 
within the terms ' letters received ' and * letters sent;' and all action upon official papers 
is either of a record or executive character. 

'*' Letters received' consist of written or printed communications coming into the 
bureau, whether in the guise of a formal letter, an indorsement upon a letter, a memo- 
randum, a numbered or unnumbered circular, general or special order in any way relat- 
ing to the business of the bureau, an unofficial or informal communication upon official 
matters, if it be necessary or proper to be recorded, a memorandum made in the office 
of any- verbal communication of which a record should exist, and generally of any com- 
munication reaching the bureau to which future reference may become necessary or de- 
sirable. 

** ' Letters sent' consist of all communications of foregoing character issued from the 
bureau." 

The instructions also contain provisions as follows: ** Papers requiring immediate 
action should be briefed and recorded at the first opportunity. " * * * * 'A brief of 
every official communication received should be indorsed upon its first or upper fold, 
exhibiting the place where the letter was written, the date of the- communication, the 
name or official designation of the writer, or the title of the Department, bureau, office, 
court, etc., whence the communication proceeds; and a synopsis of the contents or sub- 
ject of the letter. Everything of importance should appear in the brief, but prolixity 
should be avoided." The clerk should note in the book of letters received the action 
taken upon the papers entered (see p. 8), but on page 11 it is provided that ^'simple 
reference of papers by indorsement, as well as reference for * report ' or ' remark ' only, 
should be made according to a set form of phraseology, to save the necessity of recording 
them at length in the book of letters sent. ' ' (Such indorsements may, therefore, under the 
rules, either be noted in ** letters received " or recorded in "letters sent." ** No com- 
munication properly briefed should be again briefed in the same or any other office." 
*' When a letter received has been briefed, it should be entered in a record book kept for 
the purpose. " * ' No communication should be recorded in more than one record book in 
the same bureau, unless more than 9ne class of record business is involved in it, in which 
case entries of so much of its subjects and the action upon it as relate to other record divis- 
ions may be made in the books of those divisions and proper notations thereof placed on 
the paper." *'A record book of letters sent " '* should be kept in connection with the 
record book of letters received, in which should be recorded in full all communications 
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issued from the bnreaa, except simple indocsements of leferenoe Son aciioii, iepoit» or 
remark, aad regular series of orders of which sets are separately kept on file.'' " Such 
letters sent as are of a parely routine character and of frequent recurrence should be 
prepared upon printed forms, designated by numbers or otherwise, in which case only 
the manuscript portion of the letter, with the designation of the form affixed, need be 
recorded. Brief descriptive headings should precede the entry of such indorsements as 
do not within themselves set forth the names of persons and things or the subjects oon> 
cemed sufficiently for indexing purposes.'' 

These instrvctions require the briefing, entering, numbering, and indexing of all let- 
ters received ** to which future reference may become necessary or desirable," and the 
reeording and indexing of all letters sent and indorsements, with the following excep- 
tions: 

(1) An unofficial or informal communication upon official matters, if it is not neces- 
sary or proper to be recorded. 

(2) The report upon any case by an assistant in a bureau, when the superior officer 
prefers that the report should appear over his own name or signature; in such ease the 
report of the assistant should not be recorried. 

(3) Simple indorsements of reference for action, report, or remark, and regular aeries 
of oiders of which sets ard r^ularly kept on file. 

(4) Letters seat of a purely routine character prepared upon printed forms; in such 
case only the manuscript p(Mrtion of the letter with ^ignation of the form need be 
corded. 



KXCEPnONS IN PBACTICE. 

The result of practice and experience, however, has been to make many additimal 
exceptions to these rules, as shown by the following table. This table also shows, in 
some instances, the classes of papers which are now recorded, and where not statechit is 
presumed all other papers are recorded: 

Letters received. 



Office. 


Subject. 


Briefed. 


Entered. 


Remarks. 


Secy. War. 
Record division.. 


Reauisitions for funds 


No 


No 


To reqn. div. 




Requisitions on Public Printer.. 
Estimates from Public Printer... 
Memorandum bills from Pub- 
lic Printer. 
Advice of drafts ftrom Treasury 

Department. 
Letters relative to advertising- 
Accounts for advertising 


No 


No 


Do. 






A.^ O • • • • ■• • • • •■ •• « • 

No 


Do. 




No 


Do. 




No 

No 


No 


Do. 




No 


Tocor.diy. 




No 


No 


Do. 




Reauisitions for suonltes 


No 


No 


To supnly div. 




Acknowledging receipt of Re- 
bellion Records. 

Applications for duplicate dis- 
chaige. 

Applications for removal charge 
of desertion. 

Application for r^muster 


No 

No 


No 


To library. 




No 

No 


To A. a. O. 




"No 


Do. 




No 

No 


Do. 




Applications for address of of- 
ficers or soldiers. 

Applications for Army Roister. 

Applications for Army Regula- 
tions. 

Applications for appointment 
in Army. 

Applications for discharge from 
Army. 

Applications for remission of 
sentence. 

All papers in regard to appoint- 
ment in Military Academy. 

Application for supt. national 
cemetersr. 

Application for headstones......... 

Inquiries about burial place of 
soldiers. 

Application for oonounatation of 
rations. 

To be examined for assistant 
surgeon. 

For appointment as assistant 
surgeon. 


No 


Do. 


1 


No.- 


No.............. 

No 


Do. 




No 


Do. 




N^o... ..•••• ...••- 


No. 


Do. 




No 




Do. 




No 


No 


Dok 




No... 




Do. 




No 


No. 


ToQ.M.e. 




No. 


No. 


Do. 




No 

No.- 

No.- 


No. 


Do. 




No.- 


ToC.G.S. 


• 


No 


ToS.0.0, 


• 


T^ 


No 


Do. 
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LebUm raeetMd— Continaed* 



Ottoc 



Secy. War. 
Heoord division.. 



A.G.O. 
Enl.Brch.fReg. 
Army. 

A. C. P. branch.. 



Miflcls. branch ... 



Vol. service 
branch. 



Vol. enl. branch. 



Snbjeot. 



For pensions 

About pensions 

About pay and bounty 

(The last three are merely put 
in envelopes and sent to pro- 
per address.) 

All other letters 

All cades 



Letters : Except such as i n j udg- 
ment of clerk in charge " con- 
tain nothing of any value for 
future reference; '* judgment 
based on experience ; a fixed 
rule not wise. 

IaR. not entered are not briefed ; 
usually returned by indorse- 
ment or letter (some times 
printed). Such letters in- 
clude — 
Inquiry for address of offi- 
cers or ex-officers. 
Inquiries about appoint- 
ments, vacancies, etc. 

All received from Army thro' 
military channels which ex- 
clusively pertain to another 
bureau or staflT. 

Marked in red ink or blue pen- 
cil "Q.M.G.," "C.G.8.."etc., 
entered in memoranda book, 
name, date, very brief pur- 
port, and when sent to bu- 
reau. 

Inquiries for address of officers 
and enlisted men. 

Bequests for orders, regulations 
or publications. 

Letters from members of Con- 
gress or others urging speedy 
action on cases. 

Inquiries relating to matters 
not requiring a permanent 
record. 

These filed with press-copy of 
answer, and after 2 years such 
as no use destroyed. 

All other letters 

Bequests for routine informa- 
tion 

Requests urging speedy reports 
on calls. 

(Returned by indorsement with 
informatioii.) 

Other letters 

For certificate in.lieu of lost dis- 
charge unaccompanied by tes- 
timony. 

For address of officers and en- 
listed men of vol. service. 

For information concerning 
claims for vols, of Revolu- 
tionary war and war of 1812. 

Bequests from attorneys, mem- 
bers of Ck>ngress, and claim- 
ants that reports be furnished 
Second Auditor and Commis^ 
sioner of Pensions. 

For information about bounty 
and pension claims, horse 
claims,' and claims for com- 
mutation of rfttions while 
prisoners of war. 

For information about claims 
for commutation for artificial 
limbs. 

For information about claims of 
men in Navy or Marine Corps. 



Briefed. 



No 

No. 

No 

Yes. 

Yes, if not 
already 
briefed. 



Yes 



No 

No.. 
No„ 



*• ■ • • ••• •••••■ 



No 

No 
No 

No 



Entered. 



No 

No 

No 

Yes 

X Q9« ••••■•• 



Yes.. 



No 






No 
No 
No 

No 



RenwilDi. 



To Oomr. 

sions. 
Do. 
To 2d Audr. 



Pen- 



Yes. 

No.. 

No.. 

Yes 

No.. 

No.. 
No.. 

No.. 



No. 

No. 
No. 



Yes 



No. 



Yes 

No.. 



No. 
No. 

No. 



Jk^W*« ••■••«• •••••< 



No. 
No. 
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LetterB received — Continaed. 



Office. 



A.O.O. 
Vol. enl. branch. 



Ins. Gen. 
J.A.G.... 



Q.M.G. 
C.G.S. 



Sur. Gen.: 
Disbj;. and truss 
division. 

Ad m inistrative 
divinop, ' 



Subject. 



For record of soldiers for G. A. 
JS. and Sons of Veterans pur- 
poses. 

For' settlement of accounts of 
deceased soldiers. 

From supt. military homes for 
military history of disabled 
vols. 

From adjutant-eeneral of States 
for military hMtories. 

Calls Arom Pension Office, Land 
Office.and heads of bureaus for 
statements of military serv- 
ice, etc. 

Only letters of importance or 
containing: information of 
value are briefed and entered. 

All letters received 

Except acknowledgment of 
blanks. 

Court-martial records : 

(Register kept of^date received, 
No., name, rank, regiment of 
party tried, president of court, 
judgeadvocate,and when and 
where convened.) 

Letters transmitting record. 
Numbered. 

Application for abstract of trials. 

(Note in book— date .received, 
name, rank< company, and 
regiment of party tried and 
name or office of applicant.) 

All other letters received 

Settlement letters.from Second 
and Third Auditor. Noted 
on Register of Accounts. 

All other letters received 

Printed matter including G.and 
&. O. and circulars 

Requisitions for blanks 

Acknowledgments of orders, 
annual reports, etc. 

Accounts current 

Returns of subsistence stores..... 

Returnsof subsistence property. 

Letters of transmittal of above. 

Weekly and monthly state- 
ments of funds. 

Treasury settlements , 

Certificates of deposit 

Inventory and inspection re- 
ports. 

Claims of prisoners of war 

Claims of enlisted men on fur- 
lough during the war. 

Claims of miscellaneous charac- 
ter. 

Inquiries as to claims 

Inquiries from Pension Office 
and Second Auditor in con- 
nection^with i>ending claims. 

Replies from Adiutant-General, 
Depot Commissary of Subsist- 
ence, Second Auditor, Sur- 
geon General, or Commis- 
sioner of Pensions in connec- 
tion with pending claims. 

Printed slips of advertisements 
from Secretary's Office. 

Printed monthly price-list sub- 
sistence stores, Washington 
depot. 

Other letters received 



Relate to claims. 



Those that belong to division .., 
Others sent to deetlnf^tioft m« 



Briefed. 



No. 

No. 
No. 

No. 
No. 



Yes. 

No.., 



No. 



Yes.. 
No... 



Yes.. 
No.. 



No 
No 

No 
No 
No 
No 
No 

No 
No 
No 



No... 
No .... 



No 

No 
No 



No 



No 

No 

Yes 

Name of 
claimant 
only. 

Yes 



Entered. 



No. 



No. 



^^ w««a •••••• ■••••• 



No. 
No. 



Yes 

No... 



No. 



Yes. 
No.., 



Yes. 
No. 

No. 
No. 



No ....... 

No 

No 

No 

No 



Nq 



^*^M*.!1*V V* 



No 
No 
No 

No 
No 

•No 

No 
No 



No 



Filed with appli- 
cation. 



Filed with record. 



No 

No 

Yes 

No ;.. 

Yes 



Forwarded to 
officer. 



Properly noted. 

Do. 
Do. 

Do. 
Do. 
Do. 
Do. 
Do. 

Do. 
Do. 
Do. 

Do. 
Do. 

Do. 

Do. 
Do. 



Do. 



Do. 
Do, 



piled with claim 
fklphabeM^ftUy. 
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Letters received — Continaed. 



Office. 


Subject. 


Briefed. 


Entered. 


Remarks. 


Sar. Gen. : 

Property divis- 
ion. 

Record and pen- 
sion division. 

Museum and Li- 


Letters of traiismittal forward- 
ing returns or vouchers 

Relating^ to employes of the di- 
vision. 

Oailsfor medical history fh>m 
Commissioner of Pensions, 
Adj utant-General ,SecoMd Au- 
ditor, etc. 

All letters received 


No 

Yes 

Detached 
brief made. 

Yes 


No 


Filed with returns 
or vouchers. 

Filed in envelope 
alphabetically. 

Call returned with 
report in the 
case ; detached 
brief with result 
of search filed. 


Name, reg- 
iment,and 
office No. 
of call on 
alp habeti- 
cal i n d ex 
only. 

Yes 


brary division. 
P.M.G 


Second Auditor and Second 
Comptroller inquiries as to 
payment to officers and sol- 
diers. Date received stamped. 

Back-pay and bounty inquiries 
for private persons. 

Notification from Second Audi- 
tor of allowance of a claim 
and that certificate will be 
sent when Congress makes 
appropriation. 

All other letters received 


No 


No 

No 


Returned \Fiili re- 




X^ 0**«a ••••■ •••••■ 

Yes 


ply indorsed. 

Referred to prop- 
er officer. 

Filed tiwaiting 
certificate. 




Yes 


Bnsineers 


Requests from officers on offi- 
cial blank forms. 

Applications on official blank 
forms. 

Returns on official blanks 


Yes 


No 

No 


Filed in division 




Yes 


Do. 




Yes 


No 

No : 

Yes 


Do. 




Acknowledgments on official 

blanks. 
All other letters received 


Yes 


Do 




Yes 






Errors. in property returns 

AskinsT for blanks 


X^ V •••••• ••■•••«• 


No 


Filed with re- 






turns. 
[Retained till re- 
ceipt of blanks 
and publica- 
tions have been 




Askinir for publications 


Ho 


No 




Letters of transmittal, not ex- 
planatory. 

Other letters received 


No 


No 

Yes 


ack'g*d, and 
. then destroyed. 
Destroyed when 

account is set- 

Ued. 




Yes 


Signal: 
Ciorresp. div.,8ig. 

series. 
Ck>rresp. d i v ., 
obs. series. 

Rnlstmt. scries .. 


Important letters 


v** 


Yes 


Name and pur- 
port indexed. 


From paid observers are briefed 
atstation; dalereceive^, No., 
and station recorded, and 
filed by station. 

Applications for enlistment. 
Applications listed by name. 
No., date received, and filed 
in envelopes alphabetically. 

Unimportant letters generally 
from private persons on rou- 
tine matters. Listed by sur- 
name, No., date received, in- 
itialed, and filed alphabeti- 
cally. 

Prom voluntary observers 






No 


No 




Miflcl. series 


No 






"V" series 




No 




"D" series 


For meteoroloirical data 


Subject . 

No 






Property and 
disbg. divis- 
ion. 


Y and D same as " miscellane- 
ous," except V series has vol- 
unteer station noted on brief 
fold and filed by stations. 

Money and property accounts, 
name and subject indexed. 

TiAttem transmlttincr billH „,, 


On not more 
than one 
line. 

No 


Filed numeri- 
cally. 

Filed. 


Publication of- 


Requesting publications (not 

indexed). 
Letters, name, and purport in- 
dexed. 
These ind uded — 

Letters transmitting pro)>- 

erty returns, etc. 
Statements of public fiinds, 
reports of other line 
funds. 


Writers' in- 
initial. 
Yes 


No 


Filed alphabeti- 
cally. 
Filed numeri* 


floe. 


Yes 


vision. 


Yes 




oally. 

Entry discontin- 
ued Oct. 5, '88. 




X vS ...,... •• •*. •« 
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Leitere sent. 



Office. 


Written. 


Printed. 


Presfh 
oopied. 


Re- 
corded. 


Remarks. 


Sec. of War: 






• 






Uecord div 




To Civil Service Com- 
mission : 






•V 


*%%****** %* *.•* T •••• 










To certify name 


Yes 


Yea 








Name selected 


Yes 


•a. co«« ••> 

Yes 

Yes... .. 






Advice that appointee 








has taken oatli and 












entered on dut}'. 












Advice of permanent 


Yes. ... 


Yes 








appointment. 
Advice of changes 


Jk GS««««« 


Yes 


' Press copies filed 






Lietter of appointment.. 


Yes 


No 


with papers. 






Letter-of promotion 


X es 


No 








Letter of transfer 


Yes 

Yes 


No 

No. 






Letter of reduction in 








grade. 












Letter accepting resig- 


Yes 


No 








nation. 








• 




Letter of discharge 


Yes 


No 




Requisitions 
u 11 d a c- 


• 


Notifioa tion that letters 


Yes 


No . 


Press copy kept in 
book and in- 




of transmittal not re- 


X W9*«a*« 


*>^ ^^ • • ■ * ■ 


cuunts di- 


quired with certifi- 






dexed. 


vision. 


cates of deposit. 








Supply divis- 
ion. 




Disbursing clerk noti- 
fied of accounts sent 


Yea 


TWo yv^aci r%rw\-mr l^-j^^-k^ 




X CD • * * »• 


•i>^ !/•••••« 


J. a^^oo ^v^i^jr IW^V 

in book and in- 






out. 






dexed. 






Orders for supplies un- 


X 6o«» • • • 


No 


Press copy kept 






der contract. 






and properly 
noted. 
Do. 




• 


Orders for supplies not 


Yd 


No 






under contract, mis- 












cellaneous. 












(Sders for supplies not 


Yes 


No...... 


Do. 






under contract, sta- 










, 


tionery. 












Orders for repairs 


Yes ... 


No 


Do 




, 


Request to execute 
contract. 


A ^1^9 ■• • • • 

Yes..... 


No 


Do. 






Notification of awards.. 


Yes 


No 


Do. 






Inclosing copy of con- 


Yes 


No 


Do. 


. 




tract. 












Notice to reiwrt for 


•I. CB»« ••• 


No 


Do. 






work. 












Action on requisitions.. 


Yes 


No 


Do. 






Request for signature 


Yes 


No 


Do. 






i<i receipts. 












Transmitting accounts 


Yes 


No 


Do. 






for signature. 








Correspond- 
ence div'n. 




For special passport 


Yes 


Yea 


Press copy filed 
with papers. 




A x«a • ••• 


M %JK9 « ■•• 






For admis^on free of 


Yes.... 


No 


Do. 






duty. 












Sending papers to 


Yes.... 


Yes.... 


Do. 






House Committee 












on War Claims. 












Inclosing report on 


Yes. ... 


Yes.... 


Do. 






bill to House 'Com- 












mittee on Military 












Afi'airs. 












Evidence to Attorney- 


Yes.... 


Yes.... 


First letter of this 






General for Court of 






kind in book re- 




1 


Claims. 






corded, and 
thereafter writ- 
ten portions 
only. 






To Attorney-General, 


Yes.... 


Yes.... 


Press copy filed 






evidence of loyalty 






with papers. 






or disloyalty in 








• 




Court of Claims case. 






• 






To Court of Claims 


Yes.... 


Y«s.... 


First letter of this 




• 


transmitting papers. 






kind in book 
recorded, and 
thereafter writ- 
ten portions 
only. 






To Court of Claims, 


Yes.... 


Yes..... 


Press copy filed 






no record found of 






with papers. 






claim. 












NotificatJk>n of trans- 


Yes.... 


Yes.... 


Do. 






mittal. 
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Letters sent — Continued. 



Of&ce. 


Written. 


Printed. 


Press- 
copied. 


Re- 
corded. 


Remarks. 


Sec. of War: 












Correspond- 




Requests to make des- 
ignations for ** Offi- 
cial Records War of 


jl G8** • • ■ 


Yes 


Press copy filed 
with papers. 


ence d!v*n 








—Cont'd. 








* 






Rebellion." 


. 










Request for present 


Yes 


Yes 


Do. 






post-office address of 












person designated. 





. 








Request to make an- 
other designation if 


Yes 


Yea 


Do. 
















organization does 








\ 




not exist. 












Transfer of books. 


Yes 


Yes 


Do. 


Library di- 
vision. 




Inclosing receipt for 






Do. 




signature. 
Sending *' Official Rec- 
ords War of Rebel- 






/ 






Yes 


X GS«»«** 


Do. 
















lion*' to Bureaus. 












For binding Records 
War of Rebellion 


Yes 


Yes 


First of this kind 


• 








in book re- 






for subscribers. 






corded, and 
thereafter writ- 
ten portions 
only. 






Subscribers notified 


No 


No 


Noted. 






that order given for 












binding work. 
Duplication of desig- 












Yes 


X es 


Press copy filed 






nations. 






with papers. 




• 


Response to requests 
for annual reports. 


No 


No 


Noted. 






Acknowledgment ot 


Yes 


No 


Do. 






receipt of money. 












When party desig- 


No 


No 


Do. 






nated has died. 






H 






To return book to Li- 


No 


No 


Do. 






brary. 






• 


A.G.O.: 












A.C.P.branch 


lietters which will 




No 


X 6B*« • ■ 






ever.be needed for 












reference. 












Letters^ in reply to 
snch^letters re- 




No... 


No 
















ceived as are not 












entered, as a rule. 










Miscl.brch... 


Answers to letters n6t 




Yes 


' No 






entered. 










Vol. service 


Such as do not em- 




Yes*... 


No 


Filed with papers. 


branch. 


brace decisions. 










Vol. e nlst. 


List of letters noted 




Some. 


Some 


Press copies kepf 
for awhile and 


branch. 


under letters re- 










ceived, as not re- 








then destroyed. 




corded. Many are 












answered by print- 












ed and manuscript 












answers. 










InsDr. Oen 




Letters transm i 1 1 i n g 


No 


No 


Noted opposite ap- 
plication on let- 






blanks. 
















ters received. 


" 


All other letters sent... 




Yes 


Yes 

No 




J. A. G 


Answers to applica- 
tions for abstract cf 




Noted on applica- 
tion book. 




• 




• 


trials. 












All other letters sent... 




Yes 

Yes 


Yes 

Only . 
impor- 


Indexed. 


Q. M. G 


All letters sent and 
endorsements. 




Others noted on 






L. R. and press- 




• 






tant. 


copy filed with 
papers. 


ri Q. a 


Letters sent 




Yes..... 
Yes..... 


X C9«« ••« 

No 






Rofpe lAtt^ni fient , 




Noted in record 








books. 




Answer^ to inquiries 
as to status of claim. 




No 


No... . 














. 


Replies to requests 
for blanks to make 




No 


No 














' 


out claim. 










S. G. : 












Administra- 


All— indexed by sub- 




Yes 


X es..... 




tion div. 


ject and author. 











17958- 



* Or draft preserved. 
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Letters sent — Continaed. 



Office. 


Written. 


Printed. 


Press- 
copied. 


Re- 
corded. 


Remarks. 


S.G.: 












Disbgr. and 
trust div. 




Replies by circular. 


No 


No 


* Noted on claims. 












Written 




X es..... 
Yes 


No. 

No 


Filed with claim. 


Property di- 


Letters of notification 




Press-copy books 


vision. 


of action of office. 








indexed, num- 
bered, and pre- 
served. 
















Notification of settle- 
ment of accounts. 


No 




NotAd on fficoTvl 








books. 


Becord and 






No 


No 


Copy filed alpha- 
betically. 


pension 










div. 














Reports to Comr. of 
Pensions, Adjt. Gen- 




No 


No 


Searchers' slips 
filed with de- 


• 






eral, Second Audi- 








tached brief. 




tor, and others from 












records on file. 










Itf useum and 


All letters sent 






Yes 




library div. 














Letters of acknowledg- 




X CB*«»** 


Name, address. 






ment. 






and article 


• 










ackgd. and 
blanks indi- 
cated. 


P. M. a 


... .................... .............. 


For statement of serv- 
ice from Acyt. Gen. 


No 


No 


Filed with reply. 










Statement of suspen- 


No 


No 


Filed with P. M.'s 






sions in accounts. 






reply, which is 


■ 










entered as a let- 
ter received. 






For list of outstanding 


No 


No ..... 


Noted on record 






checks. 






of outstanding 


• 










checks. 






Requesting report of 


No 


No 


Response recorf* 
ed in letters r& 






change of station and 










address. 






ceived. 






Removal of suspen- 


(Orig- 


No 


Checked on rec- 






sions (in duplicate). 


inal 




ord. 






\ 


only) 
Yes. 










Soldiers' deposit 


No «... 


No 


Properly noted. 






Paymaster notified ; 


No 


No 


Noted on register 






account sent to Sec- 






of paymasters* 




• 


ond Auditor. 






accounts. 






Letters of advice about 


No 


No 








funds. 










All other letters sent... 




Yes 

X es 


Yes.. .. 
No 




Sntrineers 




Written on regular 
printed forms. 


Press books in- 






dexed. 




Routine unimportant 
letters. 




Yea 




Noted in L.R and 










press-copy filed 












with papers. 




Other letters sent 




1 vO*« •• « 

1 CO«a • •• 


Yes 

No 




Ordnance. 


Indorsement on let- 
ters which are even- 
tually returned to 




' 






Press books re- 
tain Ad 




office for file. 
£rrom in returns or 




Yes. . 


No 


Accounts show 




accounts. 






1 ^T 


date. 




Notification of exami- 


■ ••■••••••••••••••••••••••• ••••. 


X OB** • • • 


' No 






nation of property 












or cash accounts. 












Other letters sent 




1 GS 

Yes 


Yes 

No 




Sisrnal 


All letters 








Press-copied into 








books correspond- 












ing in general to se- 












ries of letters re- 












ceived. Name of 












person written to. 
Series indicates sub- 






















ject, so that is not 


J 






• 




indexed except 












"Miscellaneous" 










■ 


and "Signal." Two 












press-copies of im- 












portant letters tak- 












en, one of which is 












filed with papers. 
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This list of papers, which experience has shown to he nnneoesBary to leoord, is here con- 
densed, and to make the practice nniform throaghont the Department it is recommended 
that all i>apers of the classes here enamerated be not recorded hereafter: 

(1) All papers that do not pertain to the bnsineas of the office where received, and 
which, nnder the circalar of 13th instant, will be at once sent to the proper office for ac- 
tion. Where necessary to keep a list, see recommendation as to card-index brie&. 

(2) Official calls for information from records on file, when necessary to keep more 
than a mere list, see recommendation as to card-index brief, on which can be noted the 
date when snch a paper is referred elsewhere for information, when received back and 
finally disposed of. These cards to be filed alphabetically and destroyed when no longer 
needed. 

(3) Letters inquiring as to status of claims, or requesting action thereon, which con- 
tain no information of value, to be answered by indorsement whenever practicable; if 
answered by letter they should be destroyed when no longer needed. Should they, how- 
ever, contain material information additional to that which is already filed they ^ould 
be placed with the papers in the case. 

(4) Weekly and monthly statements of funds, accounts current, vouchers, returns of 
stores and property, inventories, inspection reports, or both, and generally any regular 
report^ or returns that are in the ordinary course of business necessarily noted or listed 
elsewhere than on letters-received books, and filed systematically for ready reference. 
The &ct of being listed or noted should be stamped thereon, with date and name of 
office, so they may not be again noted or listed. 

(5) Letters of transmittal containing no material iuformation additional to the matter 
tramsmitted need not be preserved; such letters should only be written when the matter 
transmitted does not show by whom it was sent. 

(6) Requests for and acknowledgments of receipts of publications and blanka Where 
they are numerous requests should be listed, and acknowledgments noted on such lists. 

(7) Circulars, orders, etc., should be preserved in separate files. 

(8) Letters from persons evidently insane. 

Papers not recorded, listed, noted, or filed away in such manner as to be easily referred 
to, if worth keeping, may be filed in cabinet-letter files as suggested under head of 
* * General remarks. ' ' 

With these classes excluded, it is probable there may still remain many papers which 
need not be recorded. To ascertain this it is important that the experience of the clerks 
be utilized to ascertain, if possible, what classes of papers are rarely if ever referred to, 
and also whether any of the classes named above should be recorded, and why. In 
order that this information may be exact, and not depend on the memory of searchers, 
it is recommended that searchers be required to keep a memorandum book, showing the 
subject of papers searched for, the office-mark of the papers, or name if not entered, and 
for whom searched. From these books they can compile the information needed in the 
reports suggested, and it will take no longer for a searcher to keep this book than to 
make a memorandum on a loose slip of paper. It is also recommended that this infor- 
mation be compiled once a year, say on the first Monday in October, and that the reports 
from the seversd bureaus be collated. If it shall thereupon appear that the opinion on a 
given class of papers is almost uDauimous, t^is expert testimony will be of the greatest 
value in determining with safety what classes of papers need not be recorded, and also 
whether any of the excepted classes should be recorded. 

The searcher can not make a record that will show what papers are not called for; that 
will depend on the memory of those who enter the papers. The searcher's book will 
only show the papers called for. If there has been but one call during the year for papers 
of a class of which many are entered, it will be possible to say of that class that it is 
rarely referred to, while if many calls are made for papers of another class, that will be 
evidence 6f the value of recording such papers. 

The searcher's book above recommended will also serve as a charge-book for papers 
taken from the files temporarily. Papers are often so withdrawn and returned the same 
day, thus canceling the charge. If a charge remains on the searcher's book for a few 
days it should be ascertained if the papers are likely to remain off the files for an indefi- 
nite peried, and, if so, the charge should be noted on the ciund-index number book sug- 
gested under the title ** Card-index." If the card-index is not adopted the charge 
should then be made on the book of letters received. By keeping the charges on the 
searcher's book a compact record is kept of papers off the files temporarily, and it should 
be the duty of the searcher to keep track of them with a view to their early return to the 
files. Under the present system papers temporarily withdrawn from the files are at once 
charged in the book of Istters received, and it is not the particular duty of any one to 
look after the paper to see that it is returned. If returned, the charge may. be removed; 
if not, the charge remains, and the paper is supposed to be somewhere about the office. 
It may have been acted upon and the charge overlooked. 

The method proposed is simple. Charges now are scattered through large volumes of 
about one thousand pages. Back and forth the derk goes m$kking charges and removing 
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them. On the searcher's book many charges are canceled and need not he posted to the 
permanent record. It also expedites hnsiness becanse it provides for calling np papers 
on which action might otherwise be delayed. 

While a record should only be made of such papers as are important, it is to be borne 
in mind that there is no limit of time within which claims must be presented, with a 
very few exceptions not necessary to name here, and the necessity of care in selecting 
classes of papers is therefore apparent. 

METHOD OF ENTEEING AND ACTING ON PAPEES. 

Having disposed of the classes of work that need not be recorded, it is proper now 
to illustrate the method of entering a letter received at the Department To show clearly 
the several steps of its progress from the time of its receipt until the action thereon is 
completed, an actual case has been traced and is here given: 

Transfer of steamer Success from Quincy^ Illinois^ to Plum Point Reach, Mississippi River, 

On December 14, 1888, Capt. Smith S. Leach (I), Corps of Engineers U. S. Army, sta- 
tioned at Memphis, Tenn. , addressed a letter to the Chief of Engineers U. S. Army, 
Washington, D. C, requesting approval of the employment of a pilot i'or the transfer of 
the steamer Success with tow from Quincy, 111., to Saint Louis, Mo., $25, and of another 
pilot from Saint Louis to Fletcher's Point, Ark. , at rate of $150 per month ; to be paid from 
allotment for improving Plum Point Reach. The letter, with the other mail matter re- 
received at the same time, was on December 17, 1888, brought from the Washington City 
post-office in the War Department mail-wagon (2), contained in the locked mail-pouch be- 
longing to the office of the Chief of Engineers, which pouch was taken from the wagon to said 
office by Mr. F. C. Hartman (3), an assistant messenger of that office (salary $720 per an- 
num), who unlocked the pouch, took therefrom its contents, and placed the same upon the 
desk of Mr. Wm. J. Warren, chief clerk of the office (salary $2,000 per annum). Mr. 
Warren (4), after examining it and separating the personal from the official mail, turned 
the latter over to Mr. Hartman (5), who cut open the envelopes, and, without removing 
their contents, placed them again upon the desk of Mr. Warren (6)^ who removed and 
read the papers in each case for the purpose of acquainting himself with the contents and 
to give the papers proper disposition for action. Finding that this case pertained to 
** third division " of the office, he placed upon the letter a slip of paper upon which was 
printed in bold type '* third division" first stamping the slip with office stamp showing 
date of receipt of the letter, placed a rubber band around the papers, and sent them to 
General T. L. Casey, Chief of Engineers. General Casey (7) looked the case over and 
placed it in a basket upon his desk labeled *' Major Post," from which it was taken by 
messenger (8) and carried to Maj. J. C. Post, Corps of f^igineers, who has supervision of 
the class of business to which the case related. Major Post (9), after reading the case, 
sent it to Mr. P. J. Dempsey (10), a derk of class 4, chief clerk of third division, who 
stamped **III" in lower left-hand comer of first fold, and sent it by messenger (11) to 
Mr. S. Duryee (12), a clerk of class 4, chief of the record division, for record. Upon its 
receipt by Mr. Duryee, he handed it to Mr. John B. Nichols (13), aclerk of classl, in charge 
of **B " book of letters received, who stamped it with office stamp showing date of re- 
ceipt, numbered it (5402), placed a brief upon the first fold, showing date, name, and 
rank of writer and summary of the subject-matter, and entered it in letters-received 
book (B), the entry, including the headings and notations of action taken in the case, 
being as follows: 

1888. 





Letters received {B) Engineer' Department, 




Date of re- 
ceipt and 
file No. 


Name of writer. 


Date and subject of letter. 

* 


Action. 


• 
Dec. 17 


• 
Leach, Capt. 

S. S. 

5591 

A 

W.D.1888. 

• 


• • • 
MeniDhis. Tenn. Dec. 14 


• • 
III Dec. 17. 


5402 

• 


"In connection with transfer of Str. Success 
and tow from Quincy, 111., to Plum Point 
Reach, reqs. approval of employment of 
a pilot from Quincy to St. Louis, $25, and 
of another pilot from St. Louis to Fletch- 
er's Pt., Ark., at rate of $150 pr.mo.: to 
be paid from allotment for impg. Plum 
Point Reach. 

• « * 

— r-*~ . 1 — : ' 


To Sec'y War Dec. 21, »88. 
reoomd. 

Back Dec. 24, '88, approved 
Dec. 22. 

Ill Dec. 26. 

To Capt. I^each Dec. 27,'88, 
for guidance by forego- 
ing endt.; to be ret'd. 

Back .Jan. 3, '89. 

Filed Jan. 3, '89. 

* * 

" ^^' 
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Mr. Nichols then placed a perpendicular mark in the upper left-hand corner to signify 
that the case had been entered in the book of letters received. 

The case was then passed to Mr. M. W. Saxton (14), a clerk of class 3, who indexed it 
in the index-book both by name and subject, the book being alphabetically tagged, and 
containing on the right-hand pages a marginal cut index, giving, by combinations, the 
first three letters of any name or subject, and giving, also, the subject in full, ip such 
cases as form the subject of frequent correspondence, thus enabling immediate reference 
to be made to any particular subject upon which information may be desired. The 
pages, at the top of which the year is printed, are divided by blue liues into spaces of 
about one inch long and three-quarters of an inch wide, iuto one of which is written the 
subject and file-number of the paper indexed. The subject and file-number are written 
in red ink, except in the cases of papers coming into the office from the War Department 
or cases of an extraordinary character, which are indexed in black ink. This case was 
indexed under six separate headings or key- words, as follows: 

1888. 



L 


Leach, Captain 


Smith S. 


• 


Employ pilot in 
taking tow Suc- 
cess from Quin* 
cy to Plum Pt.. 
5402-B. 






P 


Pilots. 




Leach employ 
—to take dredge 
Success to Plum 
Pt.,540a-B. 








S 


Dre 
Success, Tow B 


dge 
oat. 




Leach employ 
pilots to take— 
from Quincy to 
Plum Pt., 5402- 
B. 






P 


Plnm Point Re 


ach.Miss. River. 




Leach employ 
pilot to take str. 
Success from 
Quincy, Ills., to 
— , 54(»-B. 


• 


• 


B 


Boats, Tow. 




Success 
P. 851. 




f 




(Tag) War 
Dept. 


War Dept. 


^Mississippi Ri 


ver Commission 




Approves Leach's 
nire of pilot, 
trans, str. Suc- 
cess, 5402-B. 


- 



Note— The dash, thus — , is used in indexing to obviate the repetition of, and is in substitutiob for, 
the index word. 
* Heading at top of page. 

Mr, Saxton then made a mark across the perpendicular mark in upper left-hand cor- 
ner, to signify that the case had been indexed, and returned the case to Mr. Nichols 
(15), who charged it to third division by a notation in red ink in the column headed 
** Action," opposite the entry of the case in the book of letters received, and sent it by 
messenger (16) to Mr. Dempsey (17), who in turn sent it by messenger (18) to Major 
Post (19). After reading it over Major Post sent it to Mr. R. W. Burgess (20), civil en- 
gineer (salary $3,600), who drafted an indorsement on a slip of paper and returned the 
case therewith to Major Post (21), who looked it over and signified his approval of the 
proposed indorsement by placing his initials (J. C. P. ) upon the slip. He then sent the 
case by messenger (22) to General Casey (23), who, approving the indorsement, so sig- 
nified by writing upon the slip the word **Yes," and affixing his initials, *'T. L. C." 
He then returned the case to Major Post (24), who again sent it to Mr. Dempsey (25). 
By Mr. Dempsey it was handed to Mr. S. R. Kiner (class 1) (26), who placed upon the 
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paper the indorsement, as per draft, and returned the case to Mr. Dempsey (27), who 
again sent it to Major Post (28), who, after examining the indorsement, placed his ini- 
tials in the upper left-hand corner and sent it by messenger (29) to General Casey (30) 
for signature. After signing the indorsement General Casey returned the case to Msyor 
Post (31), who again sent it to Mr. Dempsey (32). The latter then handed it to Mr. W. 
Jansen (class 3) (33), who press-copied the indorsement on a loose sheet, entered the 
case in a ^' dispatch " book (memorandum receipt book), and sent it by messenger (34) 
to the record division of the War Department in a sealed envelope addressed, in print, 
to the * * Secretary of War — Room 65. ^ ' The following shows the entry : 



Name. 


When sent. 


Nature of communication. 


Signature of receiver. 


* 
Secretary of War 


* 
Dec. 22, '88 

* 

n 


* * 
Leach for pUot, 5402 'S8] 

* • * 

* * 


* 


* 


H.D. Burwell. (35) 



Mr. Jansen then folded the press copy of the indorsement into three equal folds, wrote 
in pencil upon the back of the first fold the date, file number of the paper upon which 
the indorsement was based, name of person to whom sent, and sent it by messenger (36) 
to Mr. Duryee (37), who passed it to Mr. Nichols (38), class 1, who made therefrom a 
notation in red ink in the book of letters received, showing the action as per the indorse- 
ment, as follows: *' To Secy. War, Dec. 21, *88, recomd." He then handed the press 
oepy to Mr. Johnson (39) (skilled laborer, salary $720), who placed it in a temporary 
wrapper to await final disposition of the case. The indorsement was as follows: 

[1st indoraement.] 

J.C.P. Office Chief of Engii7eeb6 U. S. Abmt. 

Dec. 21, 1888. 

Respectfully Submitted to the Secretary of War with recommendation for approval. 

Thos. Lincoln Caset, 
Brig, Oen.f Chief of Ihigineera. 

^1888. 



Upon receipt of the case in the record division of the War Department the envelope 
in which it was contained was (in the absence of the chief of the division, who at the 
time was acting chief clerk of the Department) opened by Mr. C. H. Carrington (40), a 
clerk of class 4, and at the time acting chief of the division, who, after removing the 
paper and reading its subject-matter, marked upon it in pencil ''Maj. Adams,'' to .sig- 
nify to the clerk in charge of the letters-received book, in which the case was to be en- 
tered, that it was to be sent to Major Adams, the subject being of a class usually acted 
upon by that officer. Mr. Carrington then handed it to one of the office messengers (41), 
who stamped it with office stamp upon the first fold, showing the date of its receipt De- 
cember 22, 1888, and handed it to Mr. A. L. Eobinson (42), class 2, who indexed it both 
by name and subject, and placed upon it the file number (5591) and letter of the book 
(A) in which it was to be entered. The index book is alphabetically tagged on left-hand 
X>ages, and on right-hand pages is an alphabetical cut index, which constitutes an index 
by the second letter of the name or subject concerning which information may be desired, 
and facilitates reference thereto. Each page is ruled with a marginal line on the left, 
and at the top of the page are printed the first three letters of the nam.e or subjects be- 
ginning,'and the names or subjects ending, the entries on the page. To illustrate: A 
page having printed at the top OLE GLY would show it to be the proper page on which 
to index any name or subject the first two letters of which are Gl and the third letter 
of which is any letter from E to Y, inclusive. 

The case was indexed under six separate headings or key-words, as follows: 

E Engineers, Chief of. Plum Point Reach, Miss. River. Pilots for str. Success. 5591a. 

L Leacb,Capt. S. 8 Pilots for str. (Success. 5iS91a. 

P Pilots Str.Stuicess. Plum Point Reach. 5591a. 

P Plum Point Reach (See Miss. River.) 

Q Quincy, 111 Str. Success to Plum Point Reach. Pilots, 5591a. 

M Mississippi River Plum Point Reach. Pilots for str. Success. 5591a. 

The case was then taken from Mr. Robinson's desk by Mr. J. T. Smith (43), class 1, in 
charge of Book A of letters received, who entered it in said book, made a notation thereon 
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in red ink charging the case to Miiyor Adams (Maj . M. H. Adams, Corps of Engineers), and 
placed it in the mail-box on his desk, from which it was carried by messenger (44) to tl^t 
officer. 

The entry in the book of letters received, including notations of actions taken^ is as 
follows: 



1888. 

Dec. 22. 

6991 



Chibf of Enginsebs, 2>0c. 21, '88 

Submits, recommending approyal. oomn. of Oapt. B. S. 
Leaoh, Memphis, Tenn., in connection with transfer of 
str. Success and tow from Quincy, 111., to Plum Point 
Reach,requesting approval of employment of a pilot from 
Quincy to St. Louis, w2R, and another pilot from St. Louis 
to Fletcher's Point, Ark., at a rate of $150 per mo., to be 
paid from allotment for iitnproving Plum Point Beaoh. 



Maj. Adams, Dec. 22. 

Rec'd back 22. 

Approved. 

By order of the 

Secretary of War: 
Saml. Hodgkiks, 
Acting ChUj CI rk. 
War Dbpt., 
Dec. 22, '88. 
Engrs., Dec. 24. 



Upon receipt of the case by M^jor Adams (45) he submitted it to the Secretary of War 
(46), who, having expressed his approval of the recommendation of the Chief of Engi- 
neers, Major Adams drafted an indorsement and sent the case therewith to Mr. J. B. Ran- 
dolph (47), class 4, assistant to the (diief clerk of the Department. Mr. Bandolph read 
the case, placed the indorsement, as per draft, thereon, checked the letter '*a" in the 
word Wab in the indorsement with a red-ink mark, to signify that the indorsement was 
drafted by Major Adams, and placed the case in a basket on his desk in which are regu- 
larly placed such papers as are to be signed by the chief derk. He then filed the draft 
of the indorsement in a pigeon-hole in one of the office book-cases in which such drafts 
are usually kept for a reasonable time for reference, should it become necessary or desir- 
able. The acting chief clerk, Mr. Samuel Hodgkins (48), upon taking up the case, A- 
aminedit with reference to its subject-matter and the recommendation submitted by the 
Chief of Engineers, and, thus satisfying himself that it was clerically correct, he signed 
his name to the indorsement and returned the case to Mr. Randolph (49), who placed it 
in the mail-box upon his desk belonging to the record division, whence it was token by 
messenger (50) of that division. 

The indorsement was as follows: 



Approved. 



By order of the Secretary of War; 



Wab Dkpt., 

Dee. 22, '88. 



Saml. HoDOKnre, 

Acting Chi^ CUrk, 



The case when taken by the messenger of the record division from the office of the 
chief clerk was handed to Mr. Carrington (51), acting chief, who read the indorsement 
and sent the case by messenger (52) to Mr. Smith (53), who entered the indorsement in 
red ink opposite th^ entry of the case in ^'A^' book of letters received, charged it to the 
Engineer Bureau by a notation in red ink in said book, placed a red-ink check-mark in 
upper left-hand comer of the indorsement, to signify its entry, and sent it to the Engineer 
Bureau by messenger (54). 

Upon its receipt back by Mr. Warren (55), chief clerk of the office of the Chief of En- 
gineers, he put upon it a third division slip, and sent it to General Casey (56), the slip 
being stamped with office stamp, showing date of receipt back, and having written upon 
it by Mr. Warren, in blue pencil, the words, '* From the War Department,'' so that the 
general might see that the case was one which had been acted upon by the Secretary of 
War, and that immediate attention might thus be drawn to the case. It was then placed 
\ y Genera] Casey in M%jor Post's mail basket, taken by messenger (57) to that officer 
(58), and by him sent by messenger (59) to Mr. Dempsey (60). Mr. Dempsey then sent 
it by messenger (61) to Mr. Duryee (62), by "whom it was handed to Mr. Nichols (63), 
who stamped it on first tbld with office stamp, showing its receipt back December 24, 
approved, and on second fold showing only its receipt back, December 24, 1888, and 
handed to Mr. Saxton (64), who indexed the indorsement of the Secretary of War, plac- 
ing a checkmark in blue pencil on the lower left-hand corner thereof, to signify its having 
been indexed, and returned the case to Mr. Nichols (65). The latter then charged the 
case to third division by a notation opposite its entry in the book of letters received, 
and sent it to Mr. Duryee (66), who returned it to Mr. Dempsey (67). Mr. Dconpsey 
then sent it to Major Post (68), who examined it and handed it to Mr. Burgess (69), who 
drafted an indorsement and returned the case therewith to Major Post (70), who then 
placed his initials in the upper left-hand comer of the draft and sent the case to General 
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Casey (71), who wrote npon the draft the word ''Yes,*' affixed his initials thereunder, 
signifying his approval, and returned the case to Mqjor Post (72}) who again sent it to 
Mr. Dempeey (73). The latter then handed it to Mr. Jansen (74), who placed upon the 
paper the indorsement as per draft and returned it to Mr. Dempsey (75), who sent it to 
Major Post (76) for signature. After heing signed hy Major Post it was returned to 
Mr. Dempsey (77), who again handed it to Mr. Janisen (78), who made a press copy of 
the indorsement on a loose sheet, and placed the original paper in an envelope properly 
addressed for the ma^L He then folded the press copy into three equal folds, upon the 
first of which he wrote in pencil the date, file number of the paper on which it was based, 
and name of peison to whom sent, and sent it to Mr. Duryee (79), who handed it to Mr. 
Nichols (80), who made therefrom a notation opposite the entry of the case in the book 
of letters received, showing the action as per the indorsement, and handed it to Mr. 
Johnson (81), who placed, with the previous press copy,' in a temporary wrapper to 
await final disposition of the case. 
The indorsement was as follows: 

fSd indorsement] 

Office Chief of Engineebs U. S. Akmt, 

Dec. 27, 1888. 

Respectf ally returned to Capt. S. S. Leach, Corps of Enffineers, inviting attention to the foreg^oins: 
indorsement, by which he will be ffuided. 
After such record as may be necessary has been made, this paper will be returned to this office. 
By command of Brig. Qen. Casey : a 

, JAS. C. Post, 

Major of JEngineers, 

-^1888. 

Upon the receipt of the case at the office of Captain Leach (82) it was stamped on the 
first fold with office stamp, showing date, and was returned to the Chief of Engineers U. 
B. Army, by indorsement as follows: 

[4th indorsement.] 

U. S. Engineer Office, 

Memphis, Tenn., Dee. SI, 1888. 

Respectfully returned to the Chief of Enirineers U. 9. Army, as required in 3d indorsement, rec- 
ord having been made for the files of this office. 

Smith S. Leach, 
Captain of Engineers, 

The case was received back at the office of the Chief of Engineers January 3, 1889, 
having been brought from the Washington City post-office in the War Department mail- 
wagon (83), contained, with other mail matter, in the locked mail-pouch of the office of 
the Chief of Engineers, which was taken from the wa^on to that office by Mr. F. C. 
Hartman (84), an assistant messenger of said office, who unlocked the pouch, took there- 
from its contents and placed the same npon the desk of the chief clerk, Mr. William J. 
Warren (85). After separating the personal from the official mail, Mr. Warren turned 
the latter over to Mr. Hartman (86), who cut open the envelope and covers and, without 
removing the contents, replaced the same upon Mr. Warren's (87) desk. Mr. Warren 
then glanced at the subject-matt«r of each case, and finding that this one pertained to 
third division, be placed upon it a slip with *Hhird division'' printed upon it, first 
stamping the slip with office stamp to show the date of receipt, placed a rubber band 
around the papers and sent them to General Casey (88), who, alter looking over the case, 
placed it in a basket upon his desk labeled **Mi^> Post," Irom which it was taken by 
messenger (89) and carried to that officer (90). M%jor Post, after examining the case 
and finding that no further action thereon was required, wrote in pencil upon the first 
fold the word **File," under which he affixed his initials, and sent the case by messen- 
ger (91) to Mr. Dempsey (92). By Mr. Dempsey it was sent to- Mr. Duryee (93), by 
whom it was handed to Mr. Nichols (94), who stamped it both on the first and third 
folds with office stamp, showing the date of its receipt back, made a notation of its re- 
ceipt back, in red ink, opposite the entry of the case in the book of letters received; also 
made a similar notation of the case being filed, checked the notation *'File, J. C. P." 
with blue pencil, to signify that said notation had been made, and handed the case to 
Mr. Johnson (skilled laborer, salary $720) (95), who filed it in a file-box, filing also 
therewith the press copies of indorsements which had previously been filed in a tempo- 
rary wrapper to await final disposition of the case. 

The divinon slips which are placed upon cases by Mr. Warren, the chief clerk, remain 
with them until they reach the record division (Mr. Duryee), where, after proper reoord 
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of the cases, the slips are filed for a reasonable period for reference should it be desirable. 
When a large number of them has accumulated, and it is certain that no occasion for ref- 
erence to them will arise, they are disposed of as waste paper, they not being regarded 
as a record, but simply as office memoranda. 

The following is a copy of the slip that was used in this case, and others which accom- 
panied it, when it lefb Mr. Warren's desk: 



Officb of thb 

Chief of Bnoikeebs, 

Dec. 17, 

* looo. 

United Statbb Abmt. 



12-15 



III DIVISION. 



J. C. P. 



539»-5402 



6404—5411 



17. 3.30 

18. 10.15 



The office stamp being placed above the word " division '' signifies that the case was re 
ceived by Mr. Warren before 12 o'dock m. Had the case been received by him after tha 
hour the stamp would have been placed below the wo^ **diviRion.'' 

The figures 12 — 15 in pencil to the right of the office stamp indicate the time (12.15 
o'clock) at which the papers were received at the record division. 

The initials J. C. P. in pencil are those of Msg. J. C. Post, and signify that he examined 
all the cases which accompanied the slip. 

The figures 5393—5402, 6404 — 5411, signify that cases which were numbered from 
5393 to 5402, inclusive, and from 5404 to 5411, inclusive, accompanied the slip. The fig- 
ures 17, — 3.30 indicate the day (17) and the hour at which the cases from 5393 to 5402, 
inclusive, were sent from the record division for action. The figures 18, — 10.15 indicate 
the day (December 18} and the hour at which the cases from 5404 to 5411 were similarly 
sent. 

Case No. 5403, which, it will be observed, is an intermediate number to the above, was 
a telegram which, having been immediately disposed of upon its receipt, was not noted 
upon the slip. 

Note. — It will be observed that in the transfer of the papers from one to another the 
mode of transfer is not specified in each case, it being impossible, by reasoi) of the lapse 
of time since the case was disposed of, to determine whether the transfer was by mes- 
senger or by the clerk from whom transferred. Where it could be determined with 
reasonable certainty that the transfer was made by messenger it is so stated. 

Following is a transcript of Captain Leach's letter: 
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iMPBoviKO Mississippi Rtveb, 

IST AND 2d Districts, 
U, 8, Engineer Office, Memphis, Tenn., December 14. 1888. 



Capt. Smith 9. Leach, 

Corps of Engineers U. 8. A., 

In charge. 

To the Chief of Ekghteebs U. S. Abxt, 

Wcuhington, 2>. C: 

Sib : I have the honor to ask for the approval of the employment of one pilot for the trip from 
Quincy, lil.. to St. Louis, Mo.^at 1^.00 for the trip ; and of another pilot for service from St. Louis, 
Mo., to Fletcher's L*dg:, Ark., at the rate of Sl^OO per month. The services of these men were re- 
quired to conduct the XJ. S. steamer *' Success," with tow, (W>m Quinoy, III., to the works at Plum 
Point Reach, and it was impracticable to obtain authority previous to their employment. It is pro- 
posed to pay them from allotment for **Pium Point Reach," appropriation for '* Improving Missis- 
sippi River." 

Very respectfully, your obedient servant. 

Smith S. Leach, 

Coptotn of Engineers, 
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Following is a oopv of the back or reverse side of the letter, showing office stamps, 
indorsements, etc. The perpendicular lines indicate the folds: 



5402 


EN6B. DEPT. 


1888 


B 


Reo*d Deo. 17 






5591 



WAB DEPABTHENT. 



Received Dec. 22 



1888 



Memphis, Tsim., Dec, 14, 1888. 



Leach, Capt.S.S. 



In connection with transfer of 
Str. Sitccess and tow from Quin- 
cy. 111., to Plum Point R^ush, 
reqs. approval of employment 
of a pilot f^om Quincy to St. 
Louis, $25, and of another pilot 
from St. Louis to Fletcher^s Pt., 
Ark., at rate of 8150 pr. mo.; to 
be paid from allotment for impg. 
Plum Point reach. 



File. 
J. C. P. 
U. S. En8;ineer Office, Mem- 
phis, Tenn. 
Received Dec. 31, 1888. 
Reed. En8:r. Dept.back Dec.24, 
1888. Approved. 

Reod. EnffT. Dept. back Jan. 3, 
1889. 



[Ist indorsement.] 

Office Chief of Engineers U. 

S. Abmy, 
J. C. P. I>«c.21,1888. 

Respectfully submitted to the 
Secretary of War with recom- 
mendation of approval. 

Thos. Lincoln Casey. 
Brig. Oen. Chief vf Engineers. 



5402 



1888 



Approved. By order of the 
Secretary of War : 

Saml. Hodokins, 
Acting Chief (Merk, 

War De?t., Dee. 22, 1888. 



Reed. Engr. Dept. Dec. 24, 1888. 



[3d indorsement.] 

Office Chief of Engineers U. 
S. Abmy, 

Dec. 27, 1888. 
Respectfully return ed to Capt. 
S. S. Leach, Corps of Engineers, 
inviting attention to the forego- 
ing indorsement, by which he 
will be guided. 

After such record as may be 
necessary has been made, this 
this paper will be returned to 
this office. 

By command of Brig. Qen. 
Casey: * 

Jas. C. Post, 
Major of Engineers. 



5402 
B 



1888 



[4th indorsement.] 

U. S. Enoineeb Office, 
Memphis, Tenn., Dec. 81, 1888. 
Respectfully returned to the 
Chief of Engineers U. S. Army, 
as required in 3d indorsement, 
record having been made for 
the files of this office. 

Smith S. Leach, 
Captain of Engineers. 



Reod. Ehgr. Dept. Jan. 3, 1889. 



The history of this case shows, as nearly as can now be determined, that in its course 
from Captain Leach, through the War Department, inclading its return to that officer 
and its return again by him to the War Department, it was handled by officers and clerks 
seventy-six times, and including messenger service, ninety-four times. 

The Chief of Engineers handled it six times: first, when it came into the office and 
he thus knew it was pending; second, when he approved of the action proposed; third, 
when he signed the indorsement containing his views; fourth, when the paper was re- 
turned to his office with the action of the Secretary of War thereon; fifth, when he ap- 
proved the indorsement proposed to carry out the orders of the Secretary; and sixth, when 
he saw that the orders had been carried out and the case closed. 

Maj. J. C. Post, Corps of Engineers, in immediate charge of the third division, which 
has charge of all matters relating to rivers and harbors, handled it twelve times: (1) when 
sent to him by the Chief of Engineers he read it; (2j after entry in the books he looked 
at it again and sent it to have indorsement drafted; (3) indorsement being drafted, he 
put his initials on it to show he approved it; (4) the draft being approved by the Chief 
of Engineers, he sent it to the clerk to put on the paper; (5) when indorsement was 
placed on the paper he initialed it to show it was correct; (6) when signed by the Chief 
of Engineers he saw it again, and thus knew the action of the office had been taken; 
(7) he next read the action of the Secretary and sent the paper to be '* received back" 
on the books; (8) this being done, he sent to have indorsement drafted to carry out or- 
ders; (9) he put his initials on draft to show he approved it; (10) draft being approved 
by Chief of Engineers, he sent the draft to be placed on the paper; (11) it having been 
placed on paper, he signed indorsement; (12) paper having been returned by Captain 
Leach, he saw that action was com'plete and ordered paper filed. 

Mr. Stevens (clerk of class $1,000) in charge of mail- wagon of War Department, hon- 
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died the paper three times: (1) when he brought it from the post-offioe; (2) when he 
took it from the Department to the post-office, when it was returned to Captain Leach; 
(3) when he again brought it from the post-office upon its return by Captain Leach. 

Mr. Warren, chief clerk, office Chief of Engineers (salary $2,000 per annum), handled 
it five times: (1) when he handed it to Mr. Hartman, messenger, to cut open the enve- 
lope in whicl^it was contained — this saves time, as the envelopes are being cut while 
the mail, often large, is being assorted; (2) when he looked it over and sent it to Gen- 
eral Casey with the timenslip attached; (3) at the time of its receipt back from the War 
Department; (4) when he at the time of its second receipt from Captain LcAch handed * 
it to Mr. Hartman to cut open the envelope; (5) when he again looked it over and sent it 
to General Casey. 

Mr. Hartman, assistant messenger, office Chief of Engineers (salary $720), handled it 
four times: (1) when he brought it from the mail-wagon to Mr. Warren's desk; (2) when 
he cut open the envelope and replaced it upon Mr. Warren's desk; (3) when for the 
second time he brought it trom the mail- wagon to Mr. Warren's desk; (4) when he cut 
open the envelope and replaced it upon Mr. Warren's desk. 

Mr. Dempsey, clerk of class 4 and chief clerk of the third division, office Chief of En- 
gineers, handled it eleven times: (1) when it was sent to him by Mfgor Post, when he 
stamped it with the figures III, in lower left-handed corner and sent it to Mr. Duryee, 
chief of record division, for record ; (2) when it was returned to him after having been 
recorded and indexed, and was returned by him to M^jor Post; (3) when it was sent to 
him by Msgor Post to have indorsement placed upon it; (4) when it was returned to him 
by the clerk who had placed the indorsement upon it, when he again returned it to 
Major Post; (5) when Major Post returned it to him after the indorsement had been 
signed by General Casey; (6) when it was sent to him by Major Post after having been 
acted upon by the Secretary of War; (7) when it was returned to him from the record 
division, to which it was sent to have the action of the Secretary of War properly re- 
corded; (8) when it was again sent to him by Major Post to have another indorsement 
placed upon it; (9) when it was returned to him by the clerk who had placed the in- 
dorsement upon it; (10) when it was returned to him by Major Post after the indorse- 
ment had been signed; (11) when it was sent to him by Major Post upon its return by' 
Captain Leach after which it was filed. * 

Mr. Duryee, clerk of class 4 and chief of record division, office of the Chief of Engi- 
neers, handled it five times: (1) when it was sent to him by Mr. Dempsey for reconl; 

(2) when the press-copy of the indorsement was sent to him to be temporarily filed; 

(3) when it was sent to -him by Mr. Dempsey to have the action of the Secretary of War 
recorded; (4) when it was returned to him after the indorsement of the Secretary of War 
had been properly noted and indexed; (5) when it was sent to him after its receipt back 
from Captain Leach to be permanently filed. 

Mr. Nichols, clerk of class 1, office of Chief of Engineers, handled it six times: (1) 
when it was stamped, briefed, and recorded by him in book of letters received; (2) 
when he noted in the book of letters received the indorsement submitting the case to the 
Secretary of War; (3) when he stamped it upon its receipt back from the Secretary of 
War, and made notation of its approval ; (4) when he made a notation charging the erase to 
the third division; (5) when he made a notation of the indorsement returning the case 
to Captain Leach; (6) when he stamped it showing its receipt back from Captain Leach 
and made notation thereof, and of the case being filed. 

Mr. Saxton, clerk of class 3, office Chief of Engineers, handled it twice: (1) when he 
indexed it at the time of its first receipt in the record divi^on, office Chief of Engineers; 
(2) when he indexed the action of the Secretary of War. 

Mr. Burgess, civil engineer, office Chief of Engineers (salary $3,600), handled the case 
twice: (1) when he prepared the draft of the indoraement submitting the case to the 
Secretary of War; (2) when he prepared the draft of the indorsement returning it to 
Captain Leach. 

Mr. Kiner, clerk of class 1, office Chief of Engineers, handled the case once, having: 
placed thereon -the indorsement submitting it to the Secretary of War. 

Mr. Jansen, clerk of class 3, office Chief of Engineers, handled the case three times: 
(1) when he press-copied the indorsement submitting it to the Secretary of War; (2) when 
he placed upon the case the indorsement returning it to Captain Leach; (3) when he 
press-copied said indorsement. 

Mr. Johnson, skilled laborer, office Chief of Engineers (salary $720). handled it three 
times: (1) when he temporarily^ filed the press-copy of the indorsement submitting the 
case to the Secretary of War; (2) when he similarly filed the press-copy of the indorse- 
ment returning the case to Captain Leach; (3) when he placed the case in the permanent 
files. 

Mr. Carrington, clerk of class 4, record division, War Department (at the time acting 
chief of the division), handled the case twice: (1) when he opened the envelope, looked 
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the case OYer, and marked it for Major Adams; (2) when it was returned to the record 
division after the indorsement of approval hai been sifi^ned. 

Mr. Robinson, clerk of class 2, record division^ War Department, handled the case once, 
for the purpose of indexing it in the index-book of letters received. 

Mr. Smith, clerk of class 1, record division. War Department, handled the case twice: 
(1) when he entered it in book (A) of letters received; (2) when he noted i|^ said book the 
indorsement of approval. 

Migor Adams, Odrps of Engineers (on duty in office of Secretary of War), handled the 
case twice: (1) when he submitted it to the Secretary of War for his action; (2) when he 
prepared the draft of indorsement of approval. 

The Secretary of War handled the case once, when he examined it and indicated his 
approval of the recommendation of the Chief of Engineers. 

Mr. Randolph, clerk of class 4 (assistant to the chief clerk. War Department), handled 
the case twice: (1) when he placed the indorsement of approval upon the case; (2) when 
he received it back from the acting chief clerk, after the indorsement was signed, and 
sent it to the record division. 

Mr. Hodgkins, chief of the record division, War Department (at the time acting chief 
derk), handled the case once, when he signed the indorsement of approval. 
. This statement and this analysis show vividly every item of work that has been done 
in the case of the steamer Stuicess, but it is not to be assumed that the effect of handling 
it by so many people has therefore b^n to delay it unnecessarily. The passing on from 
hand to hand has enabled those who have thus looked at it to keep fully abreast with 
the work of the office, to see that it is properly done, and thus to carefully supervise it. 
At the same time they are busily engaged with other matters. The Chief of Engineers, 
while he has apparently only looked ab this paper, has satisfied himself that the action 
proposed is correct. It has taken only a moment, while at the same time he has been 
busy with visitors on official matters and with the important professional problems in- 
volved in the duties of the Corps of Engineers connected with the improvement of rivers 
and harbors- and the fortifications of the country. 

M^jor Post 'has handled it oftener than any other officer, but this is accountiCd for by 
the £eicttliat it pertained to the duties of his division of the office. His experience has 
enabled hinT to pass upon it with a mere glance which has satisfied him that it is cor- 
rect, and in the mftm time he has been a^orbed in perhaps some professional problem 
about the dredging of a river, the building of dikes or bridges, and other matters com- 
ing before him. 

The chief clerk of the office guides the clerical force, distributes the mail to the proper 
divisions-, keeps it going, sees that it is correct, and at the same time is busy with vis- 
itors on officisU matters and other duties for the performance of which he is responsible. 
The several clerks in charge of divisions look at the work so that they may know to 
whom to distribute, and again see that it is correct, while, at the same time, by this 
distribution they keep all usefully employed. It is not, of course, necessary here to state 
all the duties performed by each official. 

In the subdivisions of the office the duties are similar to tho^e of chiefs of divisions, 
and finally the case comes to those who do the actual work of entering in books, noting, 
briefing, copying, indexing, etc. In this particular case, while at first glance it might 
appear that it was handled more frequently than was necessary, still it is to be remem- 
bered that each of these individuals have to perform but a fractional part of the work, 
which has occupied but a small part of the time, and that at other times they have been 
engaged upon other workifwhich should fully occupy their time. For instance, the 
chief derk may have been engaged upon some important matter to which he must give 
his own individual attention; writing up a report, or searching for something which is 
within his own knowledge. So the chiefs and subchiefs of division are also engaged. 
This will be apparent when it is considered that in the office of the Chief of Engineers 
there are fiwe officers, forty-nine clerks, and thirteen messengers; that this force has ac- 
complished the work devolved upon the Chief of Engineers in the river and harbor bill, 
the appropriations for which have averaged $10,500,000 annually, and in the fortifica- 
tion bill, the appropriations for which have averaged $215,000 for the fiscal years from 
1883 to 1889, and in addition incidental questions coming up from the Army in regard 
to engineering matters, questions growing out of the late war in regard to positions of 
troops, maps of battle-fields, and of fortifications, etc. 

It may be possible that the fact of passing through so many hands has delayed the 
work to some extent, and with a view of reducing this to the lowest possible limit the 
board took up the question of the messenger service, and upon its recommendation the 
Secretary of War issued an order providing for a half hourly collection and delivery of 
the mail, which, when put into operation in all the divisions of the several offices and 
bureaus of the Department, will effect the transfer of papers and of communications 
with an expedition not now possible, and at the same time enable it to be done with a 
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smaller force of messengers than is now engaged npon the work, thus enabling the other 
messengers not thus engaged to be more constantly at the call of those who may need 
them to carry oral messages abont the Department and to take care of the rooms and 
keep everything in proper order. The value of this system is evident after it is put into 
practical operation. - In theory papers are moved as &st as they are ready, and this sys- 
tem seems useless as being an additional requirement. But when a messenger is wanted 
he may be away carrying a message and the paper is delayed. In some divisions the 
mail moves but two or three times a day. 

By means of regular half-hourly messenger trips between the offices of the chief clerk 
of the several bureaus and of the Department each of the ten bureaus can transmit a 
paper to any one of the other nine bureaus and receive one from any of the other nine 
bureaus every half-hour. That is, papers can by this specific service be moved in (10 
times 9=) 90 difiierent directions by one round trip of the messenger, and experiment 
has demonstrated that he can easily accomplish sucn 'trips in twenty minutes. As four- 
teen such trips can readily be made a day by a messenger, he can accomplish or make 
possible (90X1^4= ) 1,360 separate deliveries between the bureaus and the office of the Sec- 
retary of War; or in other words, 1,260 individual official papers can in one day be taken 
up in the different bureaus and delivered at their proper destination within half an hour 
after they are completed, no two papers being sent at the same time to the same destina- 
tion by any one bureau. 

Should two, three, or more papers be sent at the same time from one bureau to another 
this estimated number of exchanges of actual papers would be increased in a correspond- 
ing ratio. While on the one hand each bureau does not have occasion to send papers to 
every other bureau in every delivery, on the other hand some bureaus send many papers 
at a time. It may therefore not be improper to assume that the number of exchanges 
of actual papers between bureaus by this system will approximate the.number of points 
of contact made by the messenger, which, as above stated, is 1,260. 

The offices and bureaus of the Department comprise about ninety divisions. These 
divisions have the same occasion to transmit papers back and forth as the bureaus. The 
bait-hourly messenger service should therefore be applied also to every division of each 
bureau, the division messenger including in his trips the office of the chief clerk of the 
bureau. By this means a papiar requiring to go from a division of one bureau to a di- 
vision of another bureau will reach its destination by transfer from ^d to the division 
messenger through the baskets of the chief clerks of the two bureaus. 

By this method also every division of a bureau is automatically put in speedy commu- 
nication with every division of all other Jbureaus. This messenger service, therefore, 
enables each of the ninety divisions to communicate with each of the other eighty-nine 
divisions, making (90X89=) 8,010 possible transfers of papers per trip. Fourteen trips 
a day will permit of (8,010X14=) 112,140 possible transfers throughout the Depart- 
ment, so that this number of individual papers could be transferred by this system with- 
out any two papers making the same journey at the same time, and without the neces- 
sity on the part of the sender of addressing and sealing an envelope, ringing for a mes- 
senger, waiting until he comes, handing him the paper, telling him where to go; nor on 
the part of the recipient of telling the messenger that tuere is or is not a reply. 

It is estimated that this method of transfer can be accomplished byabout twenty mes- 
sengers, and that as the balance of the laboring and messenger force of the Department 
will thereby be relieved from the work of transmitting ordinary papers not requiring 
more speedy delivery than every half hour, they will be available for the carrying of 
oral messages, of papers requiring immediate transfer, and other necessary work of the 
Department. 

To the criticism that the clerical work has been done by low-grade clerks, while those 
of a higher grade seem to have merely glanced at it and passed it on to others to do the 
work, it is to be remarked that there must be supervision, and in a large business many 
must be employed in doing fractional parts of work. 

This is but one case of a ceaseless number. The high-grade clerk is experienced; a 
glance at many of the cases is sufficient to enable him to determine the next step neces- 
sary; other cases he must examine carefully; he is busy answering questions, directing, 
supervising* the clerks of the lower grades do the writing, searching, filing, and index- 
ing. It is not asserted that all in the higher grades are better clerks than those in the 
lower grades, that they are more intelligent or more industrious, or that all of the clerks 
are usefully and necessarily employed, but it is believed this is true generally, for the 
work must be done satisfactorily and must not be allowed to accumulate. Chiefs of bu- 
reaus, being responsible for the character of the work in their respective bureaus, endeavor 
to secure the best men for responsible places, and to secure this they make their recom- 
mendations when there are vacancies, having also in view the result of the examination 
before the Civil Service Board of Promotion; and the appointment is made by the Sec- 
retary of War in accordance with such recommendation. 
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Whether there are any useless briefs, records, or notations made in this class of papers 
has already been partly considered and recommendation made that certain classes of paper 
be not recorded. This subject will be further considered in this report hereafter. 

Whether there are any links in the chain that can be omitted has been reported upon 
in the paper upon * ^ Administration. ' ' 

It is evident that papers often pass through too many hands, and as this is a matter 
that can best be remedied by chie^ of bureaus, it is recommended that a circular be is- 
sued as follows: 

m 

[Circular.] 

Wab Dkpabtment, 
Washinffton City, February, 1889. 

In the matter of briefing and entering ''letters received" and recording ''letters 
sent" and indorsements in the respective bureaus and offices of the War Depart- 
ment, attention is invited to the case entitled *' Salaries and Fees of United States Con- 
suls," published on pages 25 to 37, inclusive, of volume 1 of the report of the Select Ck>m- 
mittee of the United States Senate, appointed under Senate resolution of March 3, 1887, 
to inquire into and examine the methods of business and work in the Executive Depart- 
ments, etc. 

With this case as a sample to be followed, chiefs of bureaus are requested to have an 
actual case selected, such as will show the average action or work upon cases in their 
respective bureaus or offices, then to have a history of the case prepared by the clerk in 
charge, showing in minute detail (including copies of briefs, office marks, indorsements, 
letters, entries in record, and index-books, etc.) the action from and including the re- 
ceipt of the case in the office, through its various courses to and including its final dis- 
position, in like manner as is shown in the case mentioned. 

This history having been prepared as required, chiefe of bureaus will cause an inves- 
tigation of the subject to be made, and having thereupon decided whether any unneces- 
sary work has been done or any persons have been employed on the work more than 
were needed, and what possible improvements can be made in the methods adopted, 
they will apply the appropriate remedy and make report of their action to the Secretary 
of War, and transmit therewith a copy of the history of each case made up as above di- 
rected. 

By order of the Secretary of War. 

Chief Clerk, 

It is believed this tracing of papers and writing down every step that has been taken, 
either by officers, clerks, or others will show the operation so clearly that it will be ap- 
parent that there is a possibility of improvement, and various steps that have been taken 
in the past will be cut off in future, and the work expedited. Thus the object desired 
by the Senate committee, and required by the order convening the board, will be ac- 
complished and the remedy applied by the officers directly responsible for the work. 



PENSION CLAIM OF THOMAS W. TAYLOR. * 

This case has been selected at random as showing delay, which will be remedied to 
a great extent by the foregoing circular and the order of January 18, 1889, requiring 
half-hourly mail collections and deliveries. 

It has not been traced step by step like the case of the steamer Success, The circular 
just suggested requires cases to be selected in all of the divisions of the Department and 
traced step by step. A copy of this case will therefore be sufficient for the present pur- 
pose. The following is a copy of the papers in the case: 



Ill 



a) 



Mid., 



Division. 



First call on Adjutant-QenenJ, U. S. A. 

Claim No. 676347. 
Thos. W. Taylor. 
Ck>. 1, 16l8t Ohio Vols. 
Deo. Ist, 1888. 



(2) 



(8) 



Mid,DiT. 
J.H.T.,Ex*r. 
No. ©76347. 
Tho8.W. Taylor. 
Co. 1, 161st Ohio Vols. 



(S4)G0) 



Adjatant-General's Office, 

Received Dec. 4, 1888. 

Enlisted Volunteer Pension Branch. 



Depabtmeiit of thb Intkrtob, 

Bureau of Pensions, 

Dec. Ui, 1888. 

Sib : I have the honor to request that you will ftirnish from the records of the War Department 
afuU report as to the service, disability, and hospital treatment of Thomas W. Taylor, who, it is 
claimed, enlisted May 2d, 1864, and served as private in Co. 1, 161st Reg't Ohio N. O. Vols.; also in Co. 



and was discharged at Columbus, Ohio, Sept. 21st, 1864. 
While serving in Co. 1, 161st Vols, he was disabled by fever, deafness, lung and heart trouble, at 

Frederick, Md., Aug., 1864. 

Also 



and was treated in hospitals, of which the names, location^ and dates of treatment are as follows: 
R^mental Hospital 



Very respectfully, 



The Aimutant-Oenebai.,U. S. Asmy. 
13502—75 M. O 6-002. 



John C. Black, 

Qnnmissifyner, 



w- 
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(4) 



Fint diviiion vohmieer rottt and recordg, 
Thomas Taylor, I Co., 161 Begt. Ohio Vols. 



Regt'l Dob. Book. 



Hospital records. 



Letter Books. 



Co. Des. Book. 



Not on file. 



Con. M. Beports. 


■ 

1 




Order Books. 











Ex. 



Co. M. Beports 



Clothing Books. 



Co. Betums. 



Casualties. 



Med. Certificates. 



•Ex. 



Not on file. - 



— 377 



15 



Furloughs. 



Files. 



(5) 



Mr. Hesse: 

No detachment or individual musterH>ut roll or certificate of disability on file. 
The records of this divison furnish no further evidence of disability. * 



1st Div.. V. B. E. ) 
Dec. 14, 18S8. / 



(6) 



TH.La. 



10894 


Adjt. Genl's Office 

Enlisted Br. 

Becd. Dec. 17. 


Ig88 


B 
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C7) 



Pension Office, 

Dee. 1, 1888. 



Thomas W. Taylor, Co. 1, 161 Beg'l Ohio Vols. 



Commissioner of Pensions requests full state- 
ment of service. 



877 
15 

3 — S78 



Wrapper. 
123 



(8) 



Second Auditor's Office, 
Dec 22, 1888. 
Mail Room. 



War Depabtxent, 
Adjutant Gbnebal's Office, 

WaehmgUm, Dee. 21, 1888. 



Respectfully referred to the Second Auditor of the Treasury, with request that he will inform 
this office whether his files contain any record of payment to this soldier on final statements or 
muster-out roll, and, if so, the date, place, and cause of his discharge. 
Please return these papers with the report. 

C. McKeeveb, 
Atnaiant A<^h*tanU^jtenerai, 

(199) 
C. 
Reed, back with report and 1 Eno. Jan. 31, '89. 
J.K. 

(9) 

4 

[Form 29.] 

Tbeasuby Depabtment, 
Second Auditob's Office, 
Waehington, D, C, Jan^y 18, 1889. 

4 W Sib: Please give the last payment, and any ordinary or add. bounty payments, when and 

5 " by whom made to Thomas W.Taylor, -late Pvt. Company *'I " 161 Ohio Volun- 

6 ** teers, who was discharged after the 2d day of Sept., 1864 (Notation on M-O roll: '*certif. to 

7 ** Mfij. Sabin, Aug. 14, 1865.") 
8" Very respectfully, 

9 " Wm. a. Day. 

10 »• Auditor. 

11 " J. P. K. 80. By F. E. O. 
13 " 



Pasrmaster General's Office, 

U.S. A. 

Rec'd Jan. 21.1889. 

Vol. Record Division. 



To the PatmastebtGenebau 



Second Auditor's Office, 
Jan. 22, 1889. 
Mail Room. 



(10) 



Wab Depabtment, 
Patmasteb-Genebal's Office, 

WashingUm, D. C, Jan. 21.1889. 



Sib: It appears on record that Thos. W. Taylor. late pt. Company 1 161st 

Regiment Ohio —Volunteers, was last paid by Major J. A. Sabin, 6678, on the 2l8t day 

of Aug., 1865. 



No record of A. B. 
Very respectfully, 



To the Second Auditob of the Tbeasubt. 
[Ed. 7-29-87-20,000.] 

17968—8 



Wm. B. Rochesteb, 
PaymoMter'QeneralM 
ByB. 



114 

(U) 

[Fonn 113.] 

Tbeasuby Depabtmbnt, 
Second Auditor's Officb, 

January 26, 1889. 
Bespectiully returned to the Assistant Adjutant-General. 

Thomas W. Taylor, late pvt., Co. '* I,*' 161 Ohio U. 8. Vols., was last paid on Form 5 to include 
Sept. 1st, 1864. 
No final statement with vouoher: data obtained from M I O roll of company. 
134&-1914. 

Wm. a. Day, Auditor, 
By J. H. B. Jbnkins. 
J. F. K. 80. 
[Ed. 1-27, '87—5,000.] 

(12) 

O WaB DEPABTMEirr, 

Adjutant-Oenbbal's Office, 
Waahinaton, Feby, 2, 1889. 

RespectAilly referred to the Surgeon-Qeneral U. S. Army for information, with request that these 
papers be returned with report. 
By order of the Secretary of War. 

G. McKebyeb, 
Aast, AdjtUant-Oeneral. 
(123) 
O.E.C. O 

(13) 



^« 


R. & P. DIV. 
530460 




lH 


S. G. O. 


w 



a4) 



Name. 


Rank. 


Co. 
I... 


Regi- 
ment. 


Date of 
admis- 
sion. 

1864. 
Aug. 14... 


Record of— 


Diag- 
nosis. 


Disposition and re- 
marks. 


Thos. W. Taylor. 


P.. 


161 Ohio 


Gen. Hosp., Fred- 
erick, Md. 


Typhoid 
fever. 


Returned to duty 
Sept.l9,*64. 






















1 






1 
• 





















Note.. 
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as) 

Case of Thomas W. Taylor, P, Co. 1, 161 Reg*t Ohio V. 

Claim No. 676347. 



War Department, 
Suroeon-General's Office, 

Rbcoro and Pension Division, 

Wathington, i>. C, Feb.7, 1889. 

This transcript from the reoords on file in this oflfice is respectfully 
furnished for the information of the Adjutant-General, U. S. A., and 
embodies all the information which has been found on a search of 
those records made in full compliance vriih the inclosed request. 



All papers pertaining: to the case are herewith returned. 
By order of the Uurgeon-General. 

F. C. AiNSWORTH, 

Capt. and AasistatU Surgeon^ U. 8. A. 
Per 
R. & P. Div., No. 530460. 
J. C. F. 

• 

(16) 

War Department, 
676347 Adjtttant-General's Office, 

WaahingUmt , 188 . 

Sespecttully returned to the Commissioner of Pensions. 

Thomas Taylor, a private of Company I, leist Regiment Ohio Volunteers, was enrolled on 

the 2<l day of May, 1864. at Findlay, Ohio (100 days), and is reported on muster-out roll, dated Camp 
Chase, Ohio, Sept. 2, 1864, **sick at U. S. Gen. Hospital, Frederick, Md." Muster and muster-out 
roll only on file. Rc^'l returns for May and July, 1864 (only on file), do not report him absent. Co. 
returns not on file. Reg'l hospital records not on file. 
Name also borne as Thomas W. Taylor. ' 

R. C. Drum, 

AditUant-Oeneral* 
By 
Th. I. S. 

(2.) 
C. 3-019. 

From the foregoing it appears that the Commissioner of Pensions wrote to the A^n- 
tant-General for a report in the case on December 1, 1888, but the letter was not received 
in the Adjutant-General's Office until December 4, 1888, a delay of three days. The 
case was undergoing search in the Adjntant-GeneraPs Office until December 21, 1888 — 
seventeen days — when it was sent to the Second Auditor of the Treasury for informa- 
tion. Twenty-eight days thereafter — January 18, 1889— the Second Auditor wrote to 
the Paymaster-General for inibrmation, but the letter was not received in his office until 
January 21, 1889 — a delay of three days — and was answered on the day of its receipt, 
the answer having been received in the Second Auditor's Office on the Ibllowing day — 
January 22, 1889. The case was returned by the Second Auditor to the Adjutant-Gen- 
eral by indorsement dated January 26, 1889, the latter date being thirty-six days subse- 
quent to that on which the case was sent to the Auditor. A notation on the case shows 
it to have been received back in the office of the Adj utant-General January 31 , 1889. It is 
hardly supposable that an interval of four days — or five days including either the date of the 
indorsement or that of the notation mentioned — could have been consumed in the trans- 
mission of the case between the two offices,. and as the mail coming into the Adjutant- 
General's Office is opened by the clerk in charge of the mail-room, from which it is taken 
by messengers at irregular intervals to the divisions to which it respectively pertains, 
and is not stamped to show the date of its receipt until after it reaches the division to 
which it belongs, it is thought probable that the case may in fact have been received 
into the office prior to the date given in the notation, and this may be true of the other 
delays in transmission mentioned. On February 2, 1889, seven days subsequent to its 
return as per the indorsement of the Second Auditor, the case was returned by the Ad- 
jutant-General to the Surgeon-General, but did not reach the office of the latter until 



116 

Jt'ebruary 5, 1889— a delay of three days. Two days thereafter — February 7, 1889 — ^the 
Surgeon-General returned the case to the Adjutant-General, where its record was com- 
pleted and made ready to send to the Commissioner of Pensions February 14, 1889. 

The advantages of the half-hourly messenger serrice, which was put in operation the 
1st instant, has already been clearly demonstrated in the division of requisitions and ac- 
counts, office of the Secretary of War. Under tlie former system, while a paper received 
one day may have been sent out the same day, it would not have comeback, unless made 
' ^ special, ' * the same day. Now a settlement certificate is received, charged out, returned, 
the requisition is prepared, signed, entered, and sent to the Treasury on the same day, 
and this rapidity of movement is had without the least inconvenience. 

METHODS OF GOYEBNMENT DEPARTMENTS AND GOMMEBCIAL ESTABLISHMENTS. 

It now becomes proper to state the method adopted by the board in its investigation 
of this subject. Having a practical knowledge of the business of the Department and 
the manner of keeping the records, it was deemed essential in the first place to ascertain 
the methods of business relating to correspondence adopted by large corporations and 
' commercial establishments. Accordingly, with the sanction of the Secretary of War, 
the board, on December 14 last, proceeded to Philadelphia, New York, and Boston, and 
visited the offices of the Pennsylvania Railroad Company, Philadelphia; the agent in 
Philadelphia of the New York Mutual Life Insurance Company; the Southern Pacific 
Bailroad Company, New York City; the Equitable Life Assurance Society, New York 
City; the Mutual Reserve Fund Life Association, New York City; the Metropolitan Life 
Insurance Company, New York City; the New England Mutual Li£e Insurance Com- 
pany, Boston, and the establishments of Messrs. W. <& J. Sloane and Edwin S. Greely, 
of New York City, and John Wanamaker, of Philadelphia*. On December 24 the board 
returned, having been afforded every facility to accomplish the object in view. As the 
work of the Department would not admit of a prolonged absence the investigation was 
confined to the system adopted by the companies named, of receiving, listing, answering, 
and filing correspondence. It was found to difier greatly from that adopted by this De- 
partment. 

In corporations and commercial establishments correspondence is acted upon and an- 
swered beibre any record is made of it. In Government offices the reverse is the rule. 
In the one case delay is of rare occurrence, in the other there is more or less delay in 
many cases. The cause is due to the essential difference in the business. 

The principal business of corporations and commercial establishments is that for which 
they are organized, viz., the transportation of freight and passengers, the insurance of 
lives, the buying and selling of goods, ete. ; the incidental business is correspondence 
which relates almost entirely to current business and is at once disposed of; such corre- 
spondence rarely requires an examination of old records before it can be answered. 
While the correspondence is perhaps of equal or greater volume, the commercial house 
has little or no occasion to refer to any of its files of letters received or sent after the 
business matters involved have been brought to a conclusion. The business of the War 
Department is transacted to a great extent by correspondence, and except where the 
matter is purely routine an examination of records or a report from some official is re- 
quired before a satisfactory answer can be made. This correspondence constitutes the 
actual stock or matter of business of the Department in its dealings with creditors and 
claimants for all time. There is no general statute of limitations affecting Government 
claims, so such claims, with a few exceptions, must be considered without regard to 
their antiquity; and even the cases which have been specially barred by law are Uable to 
be called up by means of a petition to Congress, praying for relief. 

The following table shows the contrast, in some particulars, between the two methods 
of business: 



In private eBtoMiahments, 

Ck>rre8pondenoe is opened as soon as received. 

Envelopes retained for a stated period, aver- 
agingr forty-eight hours. 

In some offices a running list, by name only, 
is made each day, and letters at once distributed 
to the proper departments for action. The ac- 
tion is noted on the letter, which is sent back to 
the clerk to answer and file. Prior to filing a 
list is made, by date only, of each letter, showing 
name, subject, and answer. This never exceeds 
one line. Each line is numbered, and the corre- 
sponding number only is placed on back of let- 
ter. The letters are filed away in even hundreds 
for ready reference. The answers, or '' letters 
sent," are press-copied only and indexed by 



In Chvemment officea. 

Same. 

Envelopes not retained. 

Each " letter received'* is briefed on the back, 
which brief is entered in a book known as the 
*' Letters-received book," numbered, and the 
name of the writer, and all prqper names in the 
letter, as also the subject, are carefully indexed. 
When this is done the letters are distributed to 
the proper officials for action. Important letters 
are given the preference in entry, etc. The acs 
tion on papers is either by indorsement or let- 
tier. An indorsement is noted in the book of 
'* letters received," in the appropriate oolonnn, 
opposite the entry of the letter,or if long recorded 
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name. Many houses use the indexed letter file- i in the book of " letters sent/' Letters sent Are 
cabinets, Cameron, Amberg & Co. (or similar | press-copied, these are copied into a permanent 
books), for filingr away letters. ; book of ^' letters sent," and the press-copies tilcKl 

with the papers. A list of letters received and 
sent which are not recorded has already been 
given on pages 6 to 23. 
This is rarely done. 



Wh^n a letter can not be answered at once its 
receipt is acknowledged. 

Correspondence, as far as it can be controlled, 
is confined to one subject. 



No rule on the subject, but one recommended 
in paper on ''Administration." See Appendix 
No. 8. 



In addition it may be said that competition in trade, the personal interest of pro- 
prietors, the present or prospective interest of superintendents and heads of Departments, 
and the direct control and discharge of employes, which gives greater moral force to a 
caution or a reprimand, explain in part the canse of the difference between the business 
methods of commercial establishments and the Government Departments. 

NECESSITY OP BECOBDINQ IMPOBTANT PAPEBS — DUPLICATION OP ENTBIES TO BE 

AVOIDED. 

If all letters were filed in the office where received, a mere index of names and a bare 
statement of the subject would be sufficient to enable the searcher to find the letter it- 
self. But all the letters are not filed ; many are returned or referred with orders, reports, 
information, or expressions of opinion indorsed thereon, and do not come back. The, 
practice of indorsing orders, etc., on letters is old and expedites business; it saves let- 
ter writing, and at times the copying of the letter on which the indorsement is placed. 
Letters so indorsed are often of great iiDportance. It eventually becomes necessary to 
refer to one or more of them in a case involving a similar principle or which pertains to 
or is a continuation of the same subject. In the absence of the papers the entry on the 
book of letters received is the next best evidence; it contains a statement in the nature 
of a syllabus of the contents of the paper desired, and also of the date of receipt, the 
action thereon if by indorsement, or the page of the letter-book if a letter was written. 

It is evident that it takes considerable time to do this properly, and when there is a 
large correspondence, many clerks — clerks to receive the mail, to brief, enter, and index 
it, to make notations and searches, and to file away papers. In many of the offices the 
correspondence is large, and to keep trace of it it is entered before it is acted upon. This 
is a delay at the inception which is most marked, especially in cases which it is known are 
pending and require immediate action. So it is the rule to make such cases ^'special, '' 
and hurry them through the record books ahead of the other mail. Again, when an 
important paper is acted upon by indorsement, of course it should go out at once, but 
the inevitable delay of recording again occurs. To reduce this to the lowest limit it is 
again made special and sometimes the indorsement is dictated to a stenographer so the 
record may be made on the books while the paper goes on its way. 

Short methods are adopted consistent with a record that shall be of value for future 
reference. But is such a record necessary in all cases? Not by any means. Only im- 
portant papers should be recorded. But the practical difficulty of deciding this question 
has led to the entering of many letters received, the recording of many letters sent, and 
indorsements which are not important. To meet the difficulty in part, lists have been 
prepared in the several offices of classes of correspondence which should not be recorded. 
These lists are given^ on pages 92 to 98 of this report 

Important *' letters sent" are recorded in permanent books, because there is no copy- 
ing ink in use which is permanent for the purpoe«« of the Government. Press-copies 
are good for many years — ten, twenty, thirty perhaps — but they begin to change color 
after a few years, and some soon fade so as to oe illegible, while it may be necessary to con- 
sult a record after the lapse of one hundred years. An ink that will last for an indefi- 
nite period is therefore required for governmental use. Another reason is that, if press- 
copy books alone were used, they would soon become dilapidated by constant use. 

Further, the press-copy of the reply to a letter is filed with the letter, thus making 
the case as filed complete in itself. This practice is a great convenience when a case is 
being m&de up from the papers themselves, especially when they are numerous, and 
saves the time which would otherwise be required to consult the records. If press-copies 
were not recorded, they must be kept in books and indexed, then in making up a case 
it would be necessary to search the records for replies to letters, to make notes of the re- 
plies, and it would often be necessary to extend the search to other offices of the Depart- 
ment, where action had been communicated by letter. This is saved by the present 
system of recording letters and filing the press-copies with the proper papers. 

This elaborate system of recording has been in use for many years. It works smoothly 
but slowly; slow at first, but it undoubtedly saves much time when it becomes neces- 
sary to refer to previous papers. It takes but a comparatively short time to say defi- 
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nitely whether a paper has been filed in any of the offices of the War Department, 8::;y 
within the past twenty years. In the office of the Secretary it can generally be told in 
from one-half to three-quarters of an hour. 

The following is the result of an actual test made on the 17th of January : Search was 
made from January 1, lb68, to January 1, 1889, for the name J. T. Smith or Joshua 
T. Smith. The name was found once in 1870, once in 1882, once in 1883, twice in 1884, 
once in 1885, once in 1886, and once in 1887. The time occupied was fifty minutes. 

The name Harry Barton was searched for from 1868 to 1889, inclusive.. It was found 
once in 1883 and twice in 1888. Time consumed in making the search, twenty-three 
minutes. 

The name Horace Williams was searched for from 1868 to 1888, inclusive, and not found. 
Time consumed in search, fortv minutes. • 

But with this system there is undoubtedly a duplication ol^ entries. A paper addressed 
to the Secretary of War is entered in his office; if referred to the Adjutant-General it is 
entered in his office; and so it is entered in any office to which it is referred. This da- 
plication of entries will be remedied to a great extent^by the order issued on the 13th in- 
stant on the subject of ^ 'Administration. ' ' As all the offices and bureaus are now in one 
building (except the Signal Office) the records are easily accessible, consequently the 
original entry of a paper should be safficient for all purposes. When a paper is referred 
to another office the action there taken can, if necessary, be noted, and the notation, 
should show the action taken, followed by the office-mark of the paper where it was first 
recorded; then when the paper is needed it can be obtained from the office where it is 
filed. • 

If this rule is adopted can a particular paper be found on which action was indorsed ? 
Yes, (1) if the indorsement sets forth the names of persons and things, or the sub- 
jects concerned, sufficiently for indexing purposes; (2) if it does not and important 
action on many papers is simply indicated ., by the word ''approved'' or *'feconi- 
mended,'' etc., the paper in such a case can be found by indexing from the paper itself, 
as is now done in most cases, and by inserting in the index the number of the paper as 
shown by the office-mark where the paper was first entered, it being assumed that that 
office has jurisdiction of the subject-matter. This will also apply to cases where the ac- 
tion is communicated by letter instead of by indorsement. 

Of course the index will only point to the paper, and to ascertain the action taken in 
the second class of cases mentioned above it will be necessary to send for the papers, but 
this is only a few steps farther for the messenger than he takes at present. « It is a per- 
tinent question whether it is necessary to even index the second class of cases, or to re- 
cord and index many of the first class in any office other than where the paper is first 
recorded. It is true the action may be important in itself, but unless it forms a prece- 
dent for action in other cases, one record is sufficient for reference. The subject of prece- 
dents and their notation will be considered under the heading *'card index of decis- 
ions or precedents." The present system would be too slow for a time of war, when 
things must be done in a hurry, and therefore a system applicable to all times should be 
adopted. 

BECEIPT OF MAIL—FIBST ACTION ON. 

If the derk in charge of any record division is not present at 9 o'clock or any other 
time when mail is received the mail should not be delayed on that account; nor should 
it be delayed when he is present to enable him to read it. At 9 o'clock, and whenever 
received, a sufficient number of clerks in the several record divisions should be required 
to suspend all other business and open the mail. As each clerk reads a letter he should 
underscore in blue pencil all names of persons and of things written about, unless it 
should include a list of persons or things, when the underscoring may be omitted. He 
should also draw a line in blue pencil along the margin of the letter where the subject 
is stated or a question is asked. This will take but little more time than it does to 
read the letter and ^ill be facilitated if the subject of correspondence is indicated by 
the writer at the upper left-hand comer of the first page of the letter or report, as rec- 
ommended by the board in the report upon "Administration." The letters pertaining 
to the business of the office should then be separated from those that pertain to the 
business of other offices. Those pertaining to the business of other offices should be 
noted on the brief cards hereafter recommended if chiefs of bureaus deem it necessary 
to keep trace of such papers. This mail should then be marked with the initials of 
the office to which it pertains, the clerks being guided in this respect by the lists to be 
published showing the jurisdiction of each office, and the mail being then handed to 
the chief of the division, section, or room, he or the person acting for him should at 
once send it to the proper offices. This should all be completed within half an hour 
after receipt of the mail, and then the papers which pertain to the business of the office 
should be taken up, briefed, and entered, except the classes of letters heretofore noted, 
which it is recommended be not entered. 
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The briefers shoald note on each paper in lead pencil the name of the official in the 
office to whom it is to be sent for action, being guided by a list which shoald be pre- 
pared in eaoh office or barean showing the class of work each official acts on. As fast as 
entered, and not exceeding intervals of one-half an hour, the mail shoald be handed to 
the chief of the division, Action, or room, in order that he may read the briefs and in- 
form himself of thenatareof the oommanications passing through his office; having 
done this he shoald at once send them to their destination. 

None of these suggestions, of coarse, to interfere with special cases, bat if this coarse 
is thoroughly carried out all wiU go through with the rapidity of special cases. * 

BBIBFIKG AND INDEXING. 

The rules for briefing contained in the instructions should be carefully followed. The 
tendency is to make them too long by the use of superfluous words and reference to 
immaterial matters. The subject shoald be stated in the fewest possible words, so as 
to show in the absence of the paper what in particular was written about, bearing in 
mind that it is generally necessary to read the paper before it can be finally acted upon. 
The brief enables the paper to be piassed rapidly from one to another until it reaches the 
authority competent to decide. The attention of the board has been called to some 
briefs which are in fact longer than the letter. 

The principal sul:tject should be indexed so as to clearly indicate the paper sought. 
With the adoption of the card-index in lieu of letters-received books, the brief, reply, 
notations, and all about the paper will be written on a card, having the prindiMd sub- 
ject written at the top, and under that title it will be filed. The principal subject is 
the word or words finally remembered, as ** Bridge" when a particular bridge is forgot- 
ten, * 'Absence ' ' instead of ' * leave of absence, ' ' * * Subsistence supplies "or ^ * Transporta- 
tion" instead of particulai; articles, the artides following the title of principal subject, 
thus: ''Subsistence supplies-^pork," ''Transportation — wagons;" such cai^s will fall 
into 'the appropriate subdivisions of. t||e principal subjects, and all papers about sub- 
sistence supplies or transportation will come together, the subdivisions following in 
alphabetical order, as also the cards of each subdivision. Thus, if Jones writes about 
wagons the card will be found in its proper alphabetical place of the sub-division "wag- 
ons" of the subject or division "Transportation." To know that one should look for 
Jones' letter about wagons under ' ' Transportation. ' ' Let rules be prepared and printed 
for the guidance of those who make the cards and those who file them, showing in two 
columns lists of principal subjects and their subdivisions (see Exhibit G) ; thus, if a 
letter abodt the "Eastern Branch Bridge, Potomac River," is looked for, instead of 
turning to the letter "E" in the file-boxes he will know by the rulies that all bridges 
are fil^ under the word "Bridge," and turning to "£" of bridge he will find the 
card. This system vrill save indexing subjects under many heads. Under the present 
system the bridge supposed would 1& indexed under "Bridge," "Eastern Branch," 
and "Potomac River," and probably "Chief of Engineers," as the business pertains to 
his office. One subject will generally be enough, proper names being indexed on sep- 
arate cards with reference to the " principal subject" and filed by themselves fJphabet- 
ically as cross-reference cards. 

CONSOLIDATION OF RECOED DIVISIONS. 

It has been suggested that the records of " letters received " and " letters sent " in 
each bureau be consolidated into one general record and file division, thus saving labor 
and simplifying the work, while classification and distribution lead to complication and 
duplication. 

It is true that less clerks can do this work in one division than if it is in several, and 
when practicable there should be but one record division in a bureau. To facilitate the 
work of those who act on cases, or prepare them for action, it is considered important 
that they shoald be near the record, and if classified the record is thought to be more 
accessible. 

It was the object of the board which compiled the 1870 instructions to have but one 
record and file-room in each bureau, but in practice several have been authorized in 
some of the bureaus. In any event duplication of entries sluyuXd he avoided and record divis- 
ions shinUd not he multiplied in any hureau except after careful investigation, and for impera- 
tive reasons, and only when approved hy the Secretary of War. 

It shoald be borne in mind that several record divisions in one bureau tend to con- 
fusion, unless the subdivisions are natural and the boundaries plainly and definitely 
marked. Vagueness in any respect causes uncertainty where to search for papers, and 
much loss of time. 

In view of the great number of record books in the Department, it is evident that a 
pre&ce or introduction is necessary in many of them to show the purpose they were in- 
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tended to serve, for public records ought uot to need the skill of experts or the memory 
of officials to understand them. A copy of one such introduction, Ifindly furnished by 
the chief clerk of the Surgeon General's Office, is here given more as a suggestion of the 
need of such an introduction than as a particular form to be followed: 

*' This book was made up in 1885, and was intended to contain, as far as could be ascer- 
tained, the names of all persons and quasi-persons paid by medical disbursing officers, 
beginning with July 1, 1862, and ending with Abstract Books 18, 19 and 20. The sev- 
eral accounts in these are brought down to very different dates; some no farther than 
April 30, 1867, and othera as far as July, 1874. 

'*The books referred to are an old ledger, lettered G, commencing July, 1862, and 
Abstract Books 2 and 4 to 20, inclusive. There never was any Abstract Book 1 or 3. 
Formerly these abstracts were made on loose sheets and then copied in the ledger. The 
books were made to save this double writing. When they were ordered it was thought 
there would be loose sheets enough to make three thin volumes, and so they were num- 
bered from 4 upwards. When the books came from the binder those loose sheets that 
were of nearly uniform size were bound into'one thick volume numbered^ 2. The re- 
mainder of the papers, which were of various sizes and patterns, were copied into 
Ledger G. 

^* As several persons may have the same name, and on the other hand the same per- 
son may recur in several places, fulfilling different functions, no attempt has been made 
to sei>iffate them. On the general roll of artificial limbs eleven men bear the simple 
name of John Smith, while in the books here indexed the name occurs thirty-six times. 
How many persons it represents is unknown. The reason for not attempting to discrim- 
inate is that but a small percentage will ever be inquired for, and when they are wanted 
it will be as easy to separate them as now. The labor will thus be saved of analyzing 
names that will never be called for. 

* 'Although considerable pains have been taken, many names are no doubt incorrect. 
They were at first taken down hurriedly on pay-rolls by clerks who cadght them by ear 
as best they could, and did not always write them in a very legible manner." 

SUGGESTIONS OF THE CHIEF SIGNAL OFFICER. 

The Chief Signal Officer recommends the following as improved business methods for 
the War Department: 

** Letters received should be marked with a dated receiving-stamp, and numbered con- 
secutively. The letters-received book should be dispensed with as an unnecessary 
elaboration, which is kept up by no business man in the world. The consecutive num- 
bering of letters received and very full index books of names, places, and subjects (which 
are now kept) are sufficient for practical purposes. Not more than one letter out of a 
hundred in this office is ever consulted after once going to the files, and not more than 
one in five hundred quits the office files. When letters leave the office a concise sum- 
mary of the contents should be retained for file in place of the letter sent out. The 
adoption of this plan would be worth three clerks to this office, and allow that reduction 
in force another year. If, however, letters must be biiefed, press-copies instead of written 
copies of the brief should be adopted, and for the letters-received book a complete index 
of briefs be substituted. Whenever the number of communications on any subject is 
sufficiently large to justify it there should be a separate series of numbers, and a letters- 
received book or index for each class alone, thus obviating the necessity of recording or 
indexing the subject. 

** Letters sent, — Press-copies only should be made, and in case of indorsements press- 
copies on loose sheets should be placed in the files of, the letters received. Separate 
books should be kept for separate classes of subjects whenever the number of communi- 
cations on any subject is large enough to justify it. As far as practicable, skeleton letter- 
forms, in copying-ink, should be used, thus reducing to a minimum the amount of pen- 
work. Letters sent, based on letters received, should be filed with letters received, so 
that the copy of the action and the communication would be together." 

From the foregoing it appears that not one letter in a hundred in the Signal Office is 
consulted after it is filed, and not one in five hundred quits the office files. Under these 
circumstances it is evident that the business is entirely current, and when disposed of is 
rarely, if ever, referred to. This statement of facts is like the hypothetical case stated 
on page 117, as follows: **If all letters were filed in the office where received, a mere in- 
dex of names and a bare statement of the subject would be sufficient to enable the 
searcher to find the letter itself. " As, therefore, all letters are filed in the Signal Office, 
except one in five hundred, no objection is seen to the adoption in that office of the sys- 
tem proposed by the Chief Signal Officer. 

But a very different state of facts exists in other bureaus, and the system should not 
be adopted elsewhere, at least for the present. It is a radical change from the system 
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in nse and will lead to oonfusion, if adopted, while the changes here recommended ard 
being put into opemtion. 

CABIHINDEX BRIEFS. 



With reference to that portion of the mail which is addressed to the Secretary of War, 
bnt to answer which it is necessary to obtain information or an expression of opinion 
from, another office of the Department, it is recommended that the following coarse be 
pnrsaed: Let such mail be immediately separated from the rest and handed to a suffi- 
cient number of derks to make card-index briefs of it, the entire time occupied not to 
exceed half an hour; the cards to be in «ize, 8 inches Ionic by 3^ inches wide, as follows: 



[Faoeofcard.] 



1889. 



Letters Received 

Office Secretary of War 

on 

Business pertaining to bureaus. 



Date- 



.[Placed 



-[Date] 



From- 



-[Writer]- 



Subject — 



No. of indosures - 
Received M 



-1889. 



Sent same date 



-M to- 



Acknowledged same date- 
Reed, back M 



-M- 



1889. 



Bureaa office mark- 
Action 



Prepared by- 



-[Signature of derk. ] 



[Reverse of card.] 



Letters received at tlie office of the Secre- 
tary of War pertaining to bureaus will be 
entered on brief cards and the letters sent to 
the proper bureaus. Such letters to remain 
in the office of the Secretary not to exceed 
one-half hour. 

Letters of acknowledgement on blank 
forms to be filled out from these cards after 
the letters are sent to the bureaus, and mailed 
on day of receipt of letters. 

Brief cards to be filed alphabetically by 
surname. 

No other entry to be made, and no marks 
to be placed on such letters or indosures, 
except office date of receipt and name of of- 
fice to which it pertains and number of in- 
dosures, these to be placed on first page of 
eacli letter. 



* First three letters of surname. 

The letters to which this would apply in the Secretary's office are those from Senators, 
members of Congress, and others, to which he is expected to reply; but to do so he must 
first obtain a report from some source outside of his own office. 

A subject index of these cards will not be needed. Subje^ are usually called for by 
those who do not remember the name of the writer, but in tie office where the cards are 
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made the papers will generally be seen only by the clerks who make the cards, hence in 
that office subjects wlU not be called for of such papers, and they can only be called up 
by the writers. 

The object of the brief card, as will be seen, is to get the paper under action at once, 
so that the reply will be delayed as little as possible, and also to enable the letter to be 
traced, if necessary. When a paper of this class is returned to the office of the Secre- 
tary, if of sufficient importance, it may be entered on the book of letters received, or 
on the permanent record card, if the recommendation under the head of **Card Index'' is 
approved, and the brief card destroyed, having served its purpose; all papers finally to 
be sent or returned for file to the chief of the bureau having jurisdiction of the subject 
treated of, as proposed in the report upon ''Administration." Many cases must be re- 
turned to the Secretary of War, because courtesy demands that he should reply to the 
writer, but which are not of sufficient importance to warrant a«permanent record. In 
such cases the fact of final reply should be noted on the proper brief card and the letter 
and press-copy of reply filed in the office furnishing the information. Jn case a letter 
received is not entered on the permanent record, and it is decided to record the reply, 
the record of the letter on a record card will, in most cases, be sufficient, especially if 
the bureau office-mark of the paper is noted thereon, and then the paper can be sent lor 
when needed. This applies with equal force to indorsements. See remarks on this sub- 
ject under the heading ** Duplication of entries.'' 

In the bureaus of the Department a record of papers of merely transient importance 
can also be kept on brief cards, which need not be entered on the permanent records of 
the office. 

ACKNOWLKDGMBNTS. 

(1) When the reply to a letter will be delayed for a short time; (2) when a letter is 
sent elsewhere for report before it can be answered; (3) when the letter is upon a sub- 
ject over which the official addressed has no jurisdiction, and (4) in other cases which 
will suggest themselves in actual practice, it is recommended that an acknowledgment 
of the receipt be sent in any case wherethe writer may be in doubt whether his letter 
has been received or not. 

For the acknowledgment of letters from persons who rarely write to the Department 
a postal card may be used, with a suitable form printed thereon, having the fewest pos- 
sible blanks to be filled, as follows: 



War Department, 

Official Business, 

Penalty for private use, $300. 



War Depabtxcent, 
WathinfftoH, D. C, , 1889. 



Tour letter dated 



has been received and referred to 



the Secretary of the Treasury, who has jurisdiction of the matter, 
and with whom you should correspond. 

Wm. C. EndicoTt, 

Secretary of War. 



A number of different forms might be printed for use in the Department and its bu- 
reaus, only requiring the name and address of the writer to be inserted on one side and 
two dates on the other. 

When, however, manjr letters are received from one individual or a member of either 
House of Congress, or any Jbther official refers letters from his correspondents, it will be 
necessary to use a blank letter form in which can be inserted the name and address of 
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the correspondent and the subject. This will remove doubt as to what particular letter 
on a given date is acknowledged, and the law (22 Statutes, 563) can then be complied 
with, which requires letters to Senators, Representatives, and Delegates to be accom- 
panied with envelopes addressed to their correspondents. 

The following forms are suggested as embodying the idea intended to be conveyed: 

War Dbpabtment, 
WcuhingUm, D. C, , 1889. 



Sib: Tour letter of .[date] 

[subject] 



is received. 



As soon as the information desired by you is obtained you will be duly advised. 
Respectfully, 

Wm. C. Endicott, 

Secretary of War, 

War Department, 
Waahiriffton, D. C, , 1889. 



Sib : I have the honor to acknowledge the receipt of your reference of a letter dated . 

[place] . , .[date] 



ttoux , , _^ asking: 

. . [subject] ! 

The information desired by your correspondent has been called for, and will be communicated 
to you when received. 
Respectfully, 

Wm. C. Endicott, 

Secretary of War, 

When acknowledged such letters should be stamped on the first page as follows: 



Office Secretary of War, 

January , 1889. 

Acknowledged. 



CARD INDEX. 

A card index is not of necessity a card. It may be of any size and on paper of any 
kind. It should be of suitable size and on good, stiff white linen paper. The form 
and size suggested by the board on which to list papers pertaining to the business of 
other bureaus is good for many purposes. The size and form of the card depend on the 
use to be made of it. If at the end of each year it is desired to preserve the informa- 
tion contained on the cards in book form the cards should be as large as the proposed 
book to avoid re-copying, with a sufficient margin on the left to enable the cards to be 
bound without obscuring the writing, and a margin at the top and bottom and on the 
right, so that the edges may be trimmed and the pages numbered when bound. Such 
cards become at once a card record and a card index — a card record of the things re- 
corded arranged alphabetically by principal subjects, with cross-reference cards for 
names and subordinate subjects. These cross-reference cards should be no larger than 
the index-brief cards already recommended, and should be consolidated at the end of 
the year and inserted at the end of the volume; or, if numerous, they should be bound 
separately. 

On the record card can be recorded all that is now contaihed in the books of letters 
received, the arrangement to be similar to the form suggteted under the title *'Card- 
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index brief.'' The blank spaces on .the front and back afford room to record, in full if 
necessary, the action taken, whether by indorsement or letter. This record card there- 
fore combines in itself four books, yiz, the book of letters received and its index and 
the book of letters sent and its ind«x. A letter originating in the office not based on 
any paper, if necessary to record, can be also recorded on a card and filed under its ap- ' 
propriate subject. 
This system has many advantages. not possessed by that now in use. 

(1) It is easier to write on a single sheet of paper than in a book. 

(2) The clerk is not interrupted in his work by frequent reference to the book in 
which he is writing, as is now the case. 

(3) A card can be sent within the Department where needed. This saves the labor 
of making notes, and the delay caused thereby to the official and to the person who has 
called for the information. It is an easy matter to make an accurate charge of such 
card, so it may be recalled to the files when no louger needed elsewhere. 

(4) Subjects ib'e arranged topically and compactly. This in itself saves much labor. 
By the present system there is no arrangement of subjects; papers are entered as they ar- 
rive, the subjects are indexed, and the time is consumed in making extracts from the 
records when it is necessary to bring one subject together, or in making notes of num- 
bers, and hunting through the bool^ to see where the papers are, prior to collecting the 
papers. 

This card-record book is more elaborate than the ^^ card-index of decisions" suggested 
in another part of this report. These would be bound by years. The decision cards 
run through many years, and are really the working data for intricate cases ; that sub- 
ject and its advanto^es are treated of more fully under the appropriate heading. 

By the card-index system papers are entered as received, but the cards must be filed 
alphabetically. This system does not therefore give a list of papers in order of date; if it 
did it would be but little bet'ter than the book of letters received. This objection is, 
however, met by the use of the numbered charge book hereafter recommended. The 
clerk in giving a number to papers should place in the margin of the book the date op- 
posite the first number used each day; then, the subject being stated opposite each num- 
ber, it is easy to look up the papers of any date when necessary. 

There is only one reason in favor of entering papers as they are received in the order 
of date, viz: It can be ascertained what papers were received on a given date. But 
what advantage is that ? Simply this, by running over all the entries of one or more 
days a paper may be found that is forgotten. This is very rarely necessary, and does 
not often accomplish the purpose. It must be assumed as true that unless something 
is remembered about a paper it can not be found. An elaboration of records will efiect 
nothing in such a contingency. For instance, one must either know the name of the 
writer, some proper name mentioned in the letter, or the subject of the correspondence, 
else a search will be without avail. The decision may be remembered in a general way, 
but the possibility of finding it is more remote than if one of the other three elements 
is known. Hence the need of an index of decisions or precedents which is elsewhere sug- 
gested. • 

It is as easy to give papers a number for filing purposes under the card-index system 
as under any other method. Give the papers pertaining to the office, and which should 
be entered a running number, keeping tally of the numbers used on a card as is now 
done in some offices, or in a b(K)k, as suggested under the title '^ To keep trace of cards 
and numbers on paper," which is believed to be preferable as it will show the particular 
numbers which belong to a given date, which may be important if it should ever be es- 
sential to show that a number on a paper was not correct because it was a difierent num- 
ber from the numbers used on the date in question. Such a contingency might never 
arise, but it is as little trouble to keep the numbers in a book as on a card. 

The arrangement by subjects is the best method, as subjects are remembered when 
names are forgotten. To illustrate: A writes about the bridge across the Eastern Branch 
of the Potomac River. The principal subject is * * Bridge. ' ' All papers received on that 
subject during the year fall together, each bridge by itself. The card is therefore filed 
under the principal subject, *^ Bridge," with cross references on other cards as suggested 
under title * ' Briefing and indexing. ' ' Again, suppose B writes about the claim of Rich- 
ard S. WUliams and files evidence. The principal subject is *' Williams, Richard 8.," 
with cross-reference : ^* B. About claim of Williams. See Williams, R . S. " It involves 
no difficulty. Having found the card of the principal subject, it gives the number of 
the paper so it can be found, or the action if it is not in the office. 

It is objected that cards may be lost or mislaid. This may happen; so papers may be 
lost or mislaid, and other mistakes may be made, but such things are liable to happen 
with any system. Care is therefore as necessary here as in other matters. An absolutely 
perfect record is an ideal rarely attained, and certainly not worth the time, trouble, and 
cost when something less perfect will serve the purpose as well. When required it is 
made, and can be made again, but it is only necessary in a few cases. 
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That the danger of losing index record-cards is infinitesimal, if ordinary care ifl exer- 
cised in handling them, is fully established by the experience of the reootd and pension 
division of the Surgeon-General's Office. In that division over three and one-half mill- 
ion cards, representing the medical histories of sick and wounded soldiers, are on file. 
These cards are used in furnishing information to the Ac^utant-Oeneral, the Gommis- 
sionei of Pensions, the Second Auditor, and others in pension and other claims against 
the Government. Since the 12th of March, 1888, when tiie cards were first used for this 
purpose, over 57,000 cards have been removed from the files to accompany cases, all of 
which have been passed through the hands of the various searchers, examiners, and in- 
dorsers in two separate buildings located in different portions of the city, and yet only 
two of the cards so removed from the files have failed to be returned. The numbers of 
these two cards having been recorded at the time they were taken from the files it was 
a matter of no difficulty whatever not only to reproduce them from the original records, 
but to determine as well the individual clerks who were responsible for their loss. 

So with the card index here suggested; if a card is lost the book shows the number 
and subject, and from the paper, generally on file somewhere in the Department^ the 
card can be reproduced. 

The following table shows, the number of pages of record of letters received and let- 
ters sent in the several offices and bureaus of the War Department during the calendar 
year 1888; the average number of lines of record required for each letter received, etc. : 
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Fiom this table it appears that in the year 1838 there were 4,296,314 lines reoorded 
in the books of letters received and letters sent and indexes thereto; that 238,070 let- 
ters were received (exclusive of the Signal Office, in which the lines recorded are not 
given) which is equal to 18 lines for the complete record of each letter received. 

A card, therefore, of 8 inches by 10} inches, with an interior space within lines of 6} 
inches by 8^ inches will contain for record purposes on both sides of the sheet more than 
50 lines, amply sufficient for the purpose. A record card of the size suggested will be 
large enough to record all that is done with most letters received; t. e., on it the brief 
can be entered, the action noted or recorded, and the reply recorded in full, and when 
a long letter is written in reply other sheets can be add^ with the proper index words 
at the top of each sheet, then to be tied or fastened together at the upper left-hand 
comer until the volume is bound. The following is submitted as a saftiple of a record 
card that will answer the purpose: 

[Face of record card.] 



Transportation. 



Wagons. 



Jones, J. R. 



Office Secretary of War. 



No. 



1889. 



Return to Record Division, Room 235, as soon as read. If a copy is desired it must be made at 
once, so this card can be returned to the files. 



Date_ 
From. 



[Place]. 



.[Date ]. 



Subject. 



No. of inclosures_ 
Received 



Acknowledged . 



.1889. 
.1889. 



Sent to 

Received back 

Bureau office mark 



.1889. 
.1889. 



Action. 



[To be ruled on back within exterior lines, for recording letters sent that cover more than first, 
page. The blank space outside of lines must not be written on ; it is for binaing purposes.] 
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[Reverse of record card.] 



FILE-GASES FOB RECORD CARDS. 

If index-record cards are adopted they should be filed away flat antil bonnd. If stood 
on edge the size of the card will cause them to bend, and thus they will get out of order. 
It is l^lieved that cabinet letter-files, suggested under the head of **Creneral remarks," 
will be found most convenient to use for this purpose. Such a letter-file of thirty-six 
boxes will contain eleven thousand cards. Before an order is given for cabinet files the 
index-book of letters received for 1888 should be studied to determine the arrangement 
of the indexes for the boxes. As each box has provision for twenty-five subdivisions, 
the thirty-six boxes will embrace nine hundred subdivisions. The indexes should 
therefore be so arranged as to make, as nearly as practicable, one nine-hundredths of 
the total number of record cards fall into each subdivision. A careful count of the 
names of persons and of subjects on the index books of last year should be made, keep- 
ing in mind that the cards to be filed under subjects are to be arranged alphabetically 
under the heading of the principal subject to which they belong. By this means ap- 
proximately uniform divisions can be made so that each of the twenty-five subdivisions 
in a box will receive a due share of cards, and none be unnecessarily crowded. Where 
a principal subject is likely to embrace about one thirty-sixth of the whole number of 
cards a whole file-box should be devoted to it for convenience of reference; for instance: 
* * Army, " * ' Subsistence stores, " * ' Transportation, " * * Papers awaiting final action, ' * -etc 
A specimen of arrangement of principal subjects and subdivisions is herewith submitted 
as a guide. (See Exhibit C. ) The cross-reference cards are recommended to be made the 
size of ^ * brief cards. ' ' These should be stood on end, and a stiffer paper should be used. 
A linen record paper, twenty pounds per ream, is suggested, the cards to be filed for 
easy reference in WoodruH or similar file-boxes. 
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DTDEX OF NAMES ON BECOSD CASDS. 

Proper nameB Bhonld be indexed on "cro8»-reference cards" (see Exhibit D), and refer 
to the subject under which the record card is filed; the date of letter should also be given. 
This will often save looking at many subjects, or many cards on the same subject, when 
there are many letters from the same person, thus: 

''Jones, J. B see Transportation wagons January 12, 1889." 

The same rule as to the use of black and red inks should prevail as at present, viz: 
Black ink for the penson who writes, and red ink for the person, etc., written about. 

TO KEEP TBACE OF CABDS AND NUMBERS ON PAPEBS. 

The record cards should be numbered consecutively, commencing with number one on 
the first of each calendar year. 

Each paper should have the same number as its record card, and be filed numerically. 
One clerk should be in charge of the cards. He should have a charge-book with each 
line numbered consecutively through the book and containing a few more numbers than 
the number of letters received during the last preceding year. 

This book should have four columns, the first ior the numbers, the second for the 
index word at the bead of the record card, as for example — No. 301 — Transportation — 
Wagons — Jones, J. R. — the third column for charges for record cards, showing the 
names of persons to whom cards are sent, including time and date. The fourth column 
for charges for papers, showing the names of persons to whom papers are sent, including 
date. When a record card is withdrawn it should be immediately charged in lead 
pencil to the peison to whom sent. It should be the duty of the derk in charge of cards 
to see that a record card is Returned within one-half hour after it is charged out, if pos- 
sible, and he should report- to the chief of the division any cards not returned, at the 
close of the day. The cards should have printed on them *' Return to Record divis- 
ion, Room , as soon as read. If a copy is desired, it must be made at once, so 

this card can be returned to the files." When returned the lead-pencil charge must be 
at once erased. When a charge has remained on the charge-book more than one day 
the clerk in charge must immediately search the card-file to see if it has been returned, 
and if not, every exertion must be made to find the missing card. By searching for 
cards, within a short time after they have been charged out, the danger of loss will be 
almost entirely removed. Practical experience in the Surgeon-GeneraPs Office shows 
that the danger is slight. 

The average number of letters received in one day in the office of the Secretary of War 
is fifty, so the charge clerk will have but fifty lines to write in his charge-book, and this 
he can do at intervals as he receives cards for file. 

If it appears from this book that a paper has been charged to some person for six days 
the charge may be posted to the record card; but it is believed this will not be neces- 
sary as this book will serve every purpose as a charge-book, and thus the cards need not 
be so often referred to and a more careful watch can be kept of papers. Papers charged 
out over one day should be looked up. Under the present system many papers are 
charged to persons who have returned the papers to the files, perhaps with other papers, 
and the charge has through oversight not been removed. Subsequently the papers are 
found on the files or returned from some other office and the charge removed. Such 
charges are misleading and cause trouble. The danger of oversight will be largely re- 
duced by the use of this book, and by making it the duty of the proper clerk to see 
that papers charged out are looked up :'t intervals and returned to the files as soon as 
possible. The incidental effect of thus looking up papers will be to hasten the action 
thereon. 

For ease and rapidity of reference the card-record charge-book should have fifty lines 
to the page, and each line being consecutively numbered will give a list of one hundred 
papers wherever the book is opened. For 15,000 letters received a book of 300 pages 
will therefore be required. The book should be tagged at each 1,000 numbers with pages 
cut on the margin for each 100 numbers. Thus it will be possible by two movements to 
turn to the number wanted. The numbers on all the pages should be as follows: The 
left-hand pages from to 49; those on the right-hand from 50 to 99; then but one, two, 
or three figures will need to be added at the top of each page. 
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The following is a sample of the book suggested: 



N 


Subject. 


When and to whom 


When and to whom 


record card sent. 


papers sent. 


5600 






■ 


01 








02 








03 








04 








06 








06 








07 








08 








09 








5510 








11 








12 








etc. 








to 








49 









NoTB. — ^The pBfie should be 10 inches wide, the numbered column 1 inch wide, the subject col' 
umn 4i inches, and each of the charge columns 2 inches wide. 

PAPSSS AWAITING FINAL ACTION. 

There should be a temporary file, of course, arranged alphabetically, of record cards, 
in which should be placed the cards of cases awaiting final action. Such cards would 
be most frequently referred to in answer to inquiries and to place notations upon them. 
By this means it will be possible to call up the unanswered mail of the office. Such 
cards when finally acted upon, that is, when the decision had been noted or the office 
reply recorded, should be put in their proper places in the permanent card boxes. 

CABD INDEX OF DECISIONS OB PBECEDENTS. 



An index of decisions or precedents differs from an index of subjects in that the latter 
is a brief index pointing to the papers on a subject which must be referred to in order to 
ascertain the decision thereon, while the former is a concise statement of the decision 
itself in leading or novel cases, thus in the course of time grouping together precedents 
to form a rule or serve as a guide for future action. 

The instructions now in force for keeping the records and transacting the clerical work 
of the Department require: 

*'A copious index of subjects of general interest, or involving principles applicable to 
similar cases likely to arise hereafter, should be compiled from individual coses after 
they have been recorded in the entry books, and have received the action of the proper 
authorities. This index should extend to the business of the entire bureau, and should 
embrace the records of as many unbroken years as is consistent with convenience of size 
and handling. The design of this book of reference is to aid in securing uniform, just, 
and speedy decisions upon certain classes of cases of frequent occurrence, which nlight 
otherwise require each of them a lengthened search and study of principles, authorities, 
and precedents. Great care should be given to the preparation and keeping of this in- 
dex." 

In lien of this book of reference it is recommended, however, that the card-index sys- 
tem be adopted. The benefits of the card index wherever it can be used are so great that 
it has generally been adopted in large libraries for names and subjects. If applicable to 
libraries of hundreds of thousands of volumes of course it is applicable to this subject. 
It is cajMible of indefinite expansion, and each subject is compact and complete in itself, 
-while with record books the subject is scattered and reference to several volumes may be 
necessary. It saves time, as the information is always available; it also saves the labor 
of copying or the making of notes or memorandums from the books, and as all the cards 
on the subject under consideration can be sent for when needed in the office and without 
interrupting the work of indexing. Further, a book of reference must be indexed, 
which is not necessary with cards. They are arranged alphabetically like a dictionary 
or encyclopedia, cross reference being made where necessary to insure the finding of the 
subject. Cross references are made now, so that is not additional work. 

A good card index of decisions is a great desideratum. If when a subject is under 
consideration the cards are available to show the current of decisions upon the subject, 
the line of action pursued at different periods, the reasons for chauges being shown by 
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reference to laws and orders, the subject at once becomes dear and easily undeiBtood 
without dependence npon memory or experience. 

The card index takes the place of memory and experience, and thus the affairs of an 
office are administered with ease and certainty, and decisions become stable and pro- 
gressive. The decisions noted in the books now required to be kept are difficult of ac- 
cess because scattered through many volumes in the various bureaus. With this system 
inaugurated it becomes possible to collect the cards in the various offices and bureaus on 
a given subject, and with the information thus obtained, to prepare a paper which shall 
show its history, development, customs of the service, laws, and orders, and thus a book 
can be formed by topics somewhat like Clode's ** Military Forces of the Crown," which 
would be of the greatest value for the practical use of the Department in the transaction 
of every-day business. 

Such k book, showing why certain lines of action have been modified, changed, or aban- 
doned, gives the new officiaJ the experience of his predecessors and enables him to con- 
tinue improved methods instead of adhering to old systems which experience has proved 
imperfect. 

As a suggestion of a plan for such an index, see Exhibit B, in which could also be in- 
cluded drafts of important letters; for instance, in a certain case, care has been given 
to the drafting of a reply to a letter so that it will fit the case and other like cases. Sup- 
pose the subject is ** eight-hour law;'* with this subject at the head of the card a 
draft of the letter is copied thereon, and it is then always available for like cases with- 
out further search. 

The cards for the card index of decisions or precedents in the several bureaus should 
be alike in size, with the name of the office plainly printed thereon, and when a copy of 
a card is made it should be marked '* copy. " A copy furnished to another office may be 
filed with other cards in that office, as the word "copy" written or printed thereon in 
large letters shows it need not be returned. 

ABBREVIATIONS. 

It is suggested that this list of abbreviations be pasted on first fly-leaf of all record 
books or of bound volumes of record cards. 

The following abbreviations should be used in records in lieu of snch words written in 
full in letters, orders, etc. When a copy is made, therefrom all abbreviations should be 
written in full, as shown by this list: 



W.D 


War Department. 


Vashing^ton 

Office. 

Office, 
neral. 




... . Judfirr>Advocate«General*s OfficA 


W.D.,W.O-. 
Jan 


War Department, \ 

City. 

January. 

February. 

March. 


Q.M.G 

Q. M. G.O.... 


Quartermaster-General. 

Quai termaster-Generars Office. 

Commissary -General of Subsist- 


Feb 

Mch.. 


O. C.G.S 


ence. 
Office of Gomm issarv-General of 


Apl 

May 


.......April. 

May. 

June. 


S.G 


Subsistence. 
Sur&reon-General. 


June 




Surfireon-GeneraVs Office 


July 


July. 

Augrust. 

September. 

October. 


P.M.G 


. ...Paymaster-General. 


Auk 

Sept 

Oct 


P.M.G.O 

C.ofE 


Paymaster-General's Office. 

Chief of Ennrineers. 


O. C. of E 


Office of Chief of Emrineers. 


Nov 

Dec 


November. 

December. 


C. ofO 

O.O.ofO 


Chief of Ordnance. 

Office of Chief of Ordnance. 


A. G 

I.G 


Adjutant-General. 

AcQutant-General s 

Inspector-General. 

Inspector-Generara 


C.S. 

O. u. s. o 

Resp'y 

S.ofW 


Chief Signal Officer. 

. ...Office of Chief Signal Officer. 

Respectfully. 

Secretary of War. 


J. A.G 


Judge-Advocate-G^ 


o r* 


.... Chief nierk- 







Space is saved in the records by the use of these abbreviations, and hereafter the place 
and date should be placed on one line, and the conclasion of the letter also on one line, 
thus: 

W. D., W. C, Jan. 16, 1889. 

Resp'y., Wm. C. Endicott, S of W. 



BEPLIESTO LETTERS. 



An answer to a letter should be short, clear, and concise, and where it must be studied 
to understand the meaning the answer should be recast. The opening paragraph should 
give the date of the letter to which it is a reply, and state the subject in a general way 
in a few words when practicable. Qaestions asked should be answered in order in the 
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l)ody of the letter. If possible, letters should be on one subject only. Adherence to the 
foregoing will save the time of the clerk who writes the letter^ of the officer who signs 
it, and of the derk who records it. These remarks, of course, do not apply to forms of 
letteis tiiat have been printed, but they should be considered in the preparation of 
forms. 

In one of the letters received by the board in answer to the invitation of the Secre- 
iiary it is suggested that the words, **your obedient servant," be omitted from letters, 
and the following calculation is made: '* In this office we record about 2,800 pages of let- 
ters sent each year, with an average of two letters to each page containing ' your obedi- 
•ent servant.' This will make 5,600 lines of the books used each year, and, there being 
47 lines to the page, 122 pages are wasted, not counting the labor expended by the clerks 
who write and copy the letters. " He also suggests that in the place of ^* very respect- 
fully,'' the letters close with the word ** respectfully," thus effecting another saving. 
For the reasons so graphically shown the board concurs in the suggestion made, believ- 
ing that a due regard to courtesy will be shown by the use of the word *' respectfully " 
4ht the close of the letter, or at most by the use of the words ** very respectfully," with 
but a few exceptions which may occur in correspondence of a diplomatic character. 

In connection with the suggestions made upon this subject the Ibllowing example, 
^ken from the records, is given of a letter that is not concise: 

Wab Depaetment, 
Washington City, April 3, 1888. 

Sib: In reply to your letters of the 12th and 26th ultimo, requesting that the official 
records of the War of the Rebellion, which have heretofore been mailed to you at Turner 
Centre, Me., be mailed to you in the future at Canton, Me., I have the honor to advise 
you that the change of address has been made as requested, and that the future volumes 
of the work in question will be sent to you at Canton, Me. 
Very respectfully, etc., 
Mr. 

The following would have been sufficient: 

Wab Depabtment, 
Washington City, April 3, 1888. 

Sib: In compliance with your request the address for youroopy of the Rebellion Rec- 
ords has been changed to Canton, Me. 
Respectfully, etc., 
Mr. 

These examples will shpw how replies to letters may be reduced to a few words and 
4serve the purpose as well. 

OENEBAL BBMABKS. 

Cabinet letter files, — Letters.of slight importance which need not be entered or even listed, 
l>nt which it is desired to retain for a short time, should be filed in index files for ready 
reference, thus saving the labor of listing many papers. The letter-file cabinets manu- 
factured by Cameron, Amberg & Co., of Chicago, and byBrower Brotheris, of New York 
City, will serve as an illustration of the kind of files referred to. 

FUes, — To save space in the files, communication which do not contain information 
necessary to be retained, should be returned by indorsement containing the information 
desired. 

Indorsements, — Papers which are referred within the Department for '* report'' or *'re- 
xiark " or *' to note ' ' should not be formally indorsed and signed when it can be avoided, 
and a red-ink notation following the brief or last indorsement is generally sufficient, as 
^« A. G. report." ** J. A. G. to note." **Noted in J. A. G. O., andretumed." It will 
not often be necessary to do this under the rules contained in the circular on ''Adminis- 
tration." 

Letters for immediate attention, — There are some letters which should at once be brought 
to the attention of the official addressed — these will readily suggest themselves — they are 
of more than ordinary importance and in no sense routine — he should know they have 
been received, so he can indicate the action thereon before they have been sent elsewhere. 

These are the exceptional cases, outside the rules, even though the subject treated of 
is one pertaining to the business of another bureau, which will probably be consulted 
before reply is made. In this class are letters, not routine, from the President, heads of 
Departments, resolutions of Congress, letters from members of either House of Cons^ress, 
from governors of States, etc. , not necessary to indicate further, as they will be readily 
recognized when received. 
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Lists, — When a list of names is to be prepared, either of persons or things, if an al- 
phabetical arrangement will serve the purpose as well as any other it should be pre- 
ferred, being more convenient for reference. 

Notations. — A short indorsement placed upon a letter as follows: **War Department, 
Jan^y 21, 1889. Respectfully referred to the major-general commanding the Army, 
for remark. Wm. C. Endicott, Sec^y of War," should not be recorded in full, a nota- 
tion as follows is sufficient: **Comdg. gen'l for remark, Jan. 21, *89," and this course 
should be followed in other simple indorsements not in themselves important. 

Papers pertaining to several bureaus. — When a communication is received which call& 
for information or action in several bureaus, it should be passed from one to the other 
until the information is complete, then to be returned for final action to the bureatt 
•which has jurisdiction over the principal subject involved in the commuuication — 
where it will be filed. In such cases the initials of the several bureaus will be indicated 
on the paper in red ink in the order in which the information is required. 

Red ink. — The red-ink ruling on papers is, in most cases, more ornamental than use- 
ful, and should be discontinued. Where necessary, words can be underscored more 
quickly with a colored pencil, as has been recommended in another pait of this paper. 
This does not refer to the use of red ink in the ruling of tables, forms, etc. 

Result of search to he preserved. — Whenever necessary to search for decisions, laws, or- 
ders, customs, and precedents, bearing upon any particular subject the result of sucb 
search should be filed under its proper subject for future reference. To enable this to 
be done with little or no extra labor the searcher should be provided with card-index 
blanks of proper size upon which to make a record of the search. 

Secretary's office, — As the office of the Secretary is, to a great extent, the bureau of in- 
formation for the entire Department, it will be necessary to make a note of many cases- 
which strictly belong to the business of particular bureaus, but as the law places them 
all under his direction the record of his action should be noted in his own office, in order 
that he may have easily accessible the record of his own acts, and thus be enabled to at 
once answer inquiries. 

UnaTiswered mail. — It is customary in some corporations for the president to call at in- 
tervals for the unanswered mail and ascertain the cause of delay. This custom can be 
adopted in the Department by the use of the temporary file of record cards of cases- 
awaiting final action, heretofore recommended. 

MISCELLANEOUS. 

At several of the establishments visited by the board there were in use appliances-- 
called '^mail chutes," for the conveyance of mail matter fh>m the upper stories to the 
ground floor. These were perpendicular conductors extending through the intervening 
rooms or corridors, to the basement, with openings on each floor large enough for the 
insertion of letters. Where visible they had glass fronts, so that any mail matter that^ 
was lodged could be seen. The chutes ran into locked boxes on the ground floor, ta 
which the post-office letter-carriers hold the keys. A modification of this arrangement 
could be applied with advantage to this building. The following diagram will serve as- 
an illustration: 



Mail chutes. 



Fifth floor, library 

Fourth floor, mail for CO. S. and P.M.G 

Third floor, mail for Q.M.G.andS.G 

Second floor, mail for S. of W., A. 6., and J. A. 6 

Firstfloor, mailfor C.ofO.andC.of E 

Basement, mail for post-office, supply div., Supt. P. B. & G. and depot Q. M. 



• >• 


• «* 
•••• 


•••• 
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By this arrangement mail could be dropped to any floor of the building and taken ta 
its destination by the half-hourly mail messengers on their rounds, or sooner, if a mes- 
senger with a key happened, to be passing. The elevator service could likewise be util- 
ized to convey mail to the upi)er floor. 

In the office of the Metropolitan Insurance Company of New York pneumatic tubes, 
are in use for the conveyance of mail between rooms and floors with the utmost rapidity,, 
and that company also uses a cheap and convenient telephone service, known as the vil- 
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lage telephone. It is entirely independent of the commercial line, and is confined ex* 
dnsively to the building. Each telephone has a switch-board, by which it is possible 
to call up and converse with any one of the forty or fifty stations in the building. It is 
much cheaper than the regular service and is more convenient and rapid for the trans- 
mission of messages where there are a number of offices under one management in the 
same building. 

CONCLUSION. 

In conclusion the board desires to state that to have investigated each particular class 
of work in the Department would have required a Ions; time and delayed the report 
longer than appearml to be necessary, hence types were selected, and as the recommen- 
dations made are of general application, it is believed they will accomplish, if carried 
into execution, tiie result desired. But in order that the work thus commenced shall 
continue it should be generally understood that it is the duty of all persons in charge of 
any class of work to study it with a view to the adoption by proper authority of sudi 
short methods as will secure simplicity of routine as well as safety of record, and the 
elimination of whatever is unnecessary either in the entry or handling of papers, and to 
endeavor to make not an absolutely complete and perfect record, but one that will be 
sufficient for the purpose. 

In is not to be presumed that this is not done now by some, but it is the duty of all. 
Eontine dbgs the actual work of which it is but an incident; more thought must there* 
fore be given to the routine or mechanical part of the work, if the expression is allow- 
able, in order that the actual work of the Department may be more nearly assimilated 
to tiiat of the business of the country, and enable it to do in time of peace what must 
be done in time of war. 

Boutine and custom run in grooves which deepen with age, and anything involving 
change in fixed habits is look^ upon with little favor. So while it is possible to state 
the advantages of quicker methods, and to make rules providing for their adoption, the 
enforcement of the rules and the prevention of retrogression can only be accomplished 
by constant supervision, which must also be directed to the prevention in future of the 
growth of unnecessary routine. This is a difficult task and will be met with many ob* 
stades which can only be overcome by giving the necessary power to those who must 
supervise, subject, of course, at all times to confirmation or rejection by the head of the 
Department or other proper authority. 

A willing and cheerful execution of orders will carry out the rules so as to accomplish 
the result desired, and the business of the Department will be transacted with the great- 
est possible dispatch; while, on the contrary, the best rules can be so carried out as to 
prove to a great extent worthless. 

The recommendations and suggestions made herein, if approved, will reduce the work 
in many of the offices. A number of clerks can therefore be spared for duty in prepar* 
ing the card-index record of the rolls of the volunteer army during the late war. 

It will be observed that the recommendations contained in this report relate to the 
clerical part of the work of the several offices and do not affect the duties or prerogatives 
of the Secretary of War or chie& of bureaus. The object is to facilitate the work and 
hasten the execution of what has been decided. 

Kespectfully submitted. 

John Twkkdale, 
L. W. Tolman, 
Jacob Fbech, 

Members of Boards 

Hon. William C. Endicott, 

Secretary of War. 



Wae Depaetment, February 15, 1889. 

The result of experience in the War Department convinces me that delay in the tranS" 
action of business can be remedied with no loss of security by the adoption of more rapid 
methods. 

I am more confident that this is true from my experience in the pension work of the 
Surgeon-Greneral's Office. It was the opinion of the officer in charge that a large accu- 
mulation of unanswered calls was necessary in order that the work might be econom- 
ically performed, and as his opinion could not be changed he was relieved and another 
officer was detailed in his place. This has been followed with the most satisfactory re- 
sults. There are no delayed cases now, and the records of the office have been put upon 
cards as easily referred to as a dictionary. When the regimental hospital records, now 
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in the Adjuiant-Generars Office, are transferred to the Surgeon-General's Office^ the en- 
tire medical history of each soldier in service during the £te war will be placed on a 
series of cards filed together in one place. These cards can all be completed within a 
year, and thereafter it will be possible to give the entire medical history of a soldier in 
one or two days after the receipt of a call for such history. The system is easy and practi- 
<»ble, but to make it successful it required the constant individual attention of the offi- 
•cer in charge. 

After carefully reading the report upon the subject of '^correspondence," during its 
preparation and since its completion, I fully concur in the recommendations and sug- 
gestions made by the board. The report is the result of long practical experience com- 
bined with an extended investigation of the whole subject. 

The success of the system, so fully and carefully explained, depends, as stated by the 
board, upon a willing and cheer Ail compliance with orders; and the clerks will be re- 
quired to study the system and to become perfectly familiar with its requirements. The 
recording and index of letters received is similar work, only more elaborate, to the cata- 
loguing of a library. The ** letter received '' in the Department is like a volume in a 
library; the entering and indexing is like the work of cataloguing. The card-index 
system has met with complete success in great libraries; if it fails in its application to 
Department work it will be the fault of those intrusted with its execution rather than 
of the system which has stood the test of actual trial. 

The necessary orders wUl be issued to carry into effect the recommendations and sug- 
gestions of the board 

William C. Endicott, 

Secretary of War, 



[Circular.] 

War Depabtment\ 
Washington^ D. C, February 15, 1889. 

The report of the Board on Business Methods upon the subject of ^'Correspondence'' 
has been approved and a copy transmitted to the chairman of the select committee ap- 
pointed under the resolution of the Senate of March 3, 1887, to inquire into and exam- 
ine the methods of business and work in the Executive Departments, etc. 

When copiea of the report shall have been received from the Public Printer, chiefs of 
bureaus will require the report to be studied by those employed upon work of the kind 
treated of in the report, and will put into execution the various recommendations and 
suggestions in such order as will prevent confusion. As the Success of the system in the 
matter of speed depends to a great extent upon the rapidity with which papers are 
moved, when ready, in rooms, sections, and divisions, the half-hourly mail messenger serv- 
ice, required by orders of the 18th ultimo, will be put into operation in all of the di- 
visions and subdivisions of the Department. 

Requisitions will be made upon the Public Printer for the necessary blanks and books 
to carry out the recommendations and suggestions, and eetimates will be submitted of 
the number of Cabinet letter files required in each office. Before orders are given for 
such letter files, the indexes to letters received for the year 1888 will be carefully stud- 
ied to determine the proper alphabetical and subject arrangement, as su^ested by the 
board. 

These orders will be carried into effect as soon as printed copies of the report are re- 
ceived. 

William C. Endicott, ^ 

Secretary of War, 

[NoTB.— The regimental medical records on file in the Adjutant General's office were transferred 
to the Surgeon General's office to be card indexed, under orders from the Secretary of War, dated 
February 19, 1889.] 



Exhibit A. 

INSTRUCTIONS FOB KEEPING THE RECORDS AND TRANSACTING THE 
CLERICAL BUSINESS OF THE WAR DEPARTMENT 

War Depabtmbnt, 
Washington, October 1, 1870. 

The following extracts, from the report of a hoard appointed to examine into the 
methods of keeping the records and transacting the clerical business of the War Depart- 
ment, are published for the strict observance of the bureaus and offices of the Depart- 
ment, from and after the Ist day of January next, and no departure from the system 
herein prescribed will be made without special authority. Application for information 
upon subjects referred to or omitted in this pamphlet, or, for any special modification of 
its requirements, will be addressed to the chief clerk of the War Department. 

William W. Belknap, 

Secretary of War, 

classification of office business. 

All the clerical business of an executive bureau, or military office, is comprehended 
within the terms * betters received'' and *^ letters sent;" and all action upon official 
papers is either of a record or executiye character. 

DEFINITION OF "LETTERS RECEIVED." 

"Letters received" consist of written or printed communications coming into the bu- 
reau, whether in the guise of a formal letter, an indorsement upon a letter, a memoran- 
dum, a numbered or unnumbered circular, general or special order in any way relating 
to the business of the bureau, an unofficial or informal communication upon official mat- 
ters, if it be necessary or proper to be recorded, a memorandum made in the office of any 
verbal communication of which a record should exist, and, generally, of any commu- 
nication reaching the bureau to which future reference may become necessary or desirable. 

DEFINITION OF "LETTERS SENT." 

"Letters sent" consist of all communications of the foregoing character issued from 
the bureau. 

RECEPTION AND DISTRIBUTION OF MAIL MATTER. 

All communications received by mail or messengers should be opened, read, and pencil- 
marked for distribution to the proper officials by persons especially designated for the 
purpose, who should be iamiliar with the business of the bureaus and the particular 
duties of each of its officers and principal employ^. 

Such papers as are not of an urgent or special character should be folded, briefed, and 
recorded as herein described, after which they should be distributed for executive action 
as indicated by the receiver. Papers requiring immediate action should be briefed and 
recorded at the first opportunity. 

The communications should be folded as nearly as possible to a uniform size, the 
standard being an ordinary-sized letter-sheet folded from bottom to top in three equal 
parts. Whenever a communication covers all sides of the sheet upon which it is written, 
leaving no room for briefing or indorsing, or where the paper can not be folded to a proper 
size, a half-sheet of letter-size paper may be fastened to it; but in no case should any 
loose wrapper be placed around an official paper. Loose wrappers on which briefs, in- 
dorsements, or office-marks have been placed by officials not belonging to the War De- 
partment should be fastened to the papers upon receipt in the bureau. 

139 
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•'beiefing'* of letters received. 

A ** brief '' of every official commanication received should be indorsed upon ita first 
or npper fold, exhibiting the place where the letter was written, the date of the com- 
znnnication, the name or official designation of the writer, or the title of the Department, 
bureau, office, court, etc., whence the communication proceeds, and a synopsis of the 
contents or subject of the letter. Everything of importance should appear m the brief; 
but prolixity in the description of places, the titles and offices of persons, and in the 
summary of contents, should be avoided. For instance, in briefing communications 
from a large, well-known city, it is unnecessary to add the name of the State; in de- 
scribing the writer, or a person named, no other title and offices than those immediately 
concerned in the letter need be given; and dates, names, titles, and offices, or mere inci- 
dentals of no importance should be omitted. In cases where the location of a person, 
office, or institution is permanent and well known, or where location is of no importance 
whatever, the brief need only exhibit the date, name of writer, and purport of the 
letter. 

Ck>mmunications from official personages on matters relating to the business of their 
offices should not be briefed in their individual names, but either by their official titles- 
or the names of the offices of which they are in charge or in which they are serving. 
The annexed examples will serve to illustrate the proper method of briefing official com* 
munications. 

Whenever the amount of business in a bureau is sufficient to warrant such a provision, 
a certain proportion of its clerical force should be habitually employed in briefing the 
communications received, thus insuring greater accuracy and expedition than could 
otherwise be secured. 

No communication properly briefed should be again briefed in the same or any other 
office, upon any other fold of the paper; nor should any addition be made to a brief cK- 
cept to correct errors or supply omissions. 

Indorsements, reports, or letters attached from time to time to the original comma- 
nication should not be regarded as requiring any additional briefing. 

The date of receipt of each communication should be noted in ink near the bottona 
of the briefing fold. 

RECORDING OF LETTERS RECEIVED. 

When a letter received has been briefed it should be entered in a record book kept for 
the purpose. The forms of the various record books for letters received are illustrated 
in the Appendix. The record books for the various descriptions of letters received should 
be classified as follows: 

(1) Applications for office, embracing all communications received from or relating to 
applicants for appointment or employment in the public service. 

(2) Officers^ agents, and employes, embracing all communications received relating in- 
dividvLdUy to persons employed in the public service by commission or appointment, 
under the direction of the bureau, from their original entry into the service to their final, 
discharge therefrom. 

(3) Claims, embracing all communications received relating to demands upon the 
United Stat^ for payment for supplies taken or furnished and for services rendexed; and 
for the restoration of private property taken or used by the Government or its officers. 

(4) Contracts, embracing all communications received relating to contracts or other 
agreements for supplies to be furnished, services to be rendered, or work to be performed 
on the public account. 

(5) Accounts and returns, embracing all communications received relating to the sums 
on deposit in the national Treasury to the credit of the bureau, and of the amounts 
drawn therefrom to carry on the public service, and to the accounts and returns exacted 
from persons intrusted with or receiving public moneys for distribution or expenditure, 
or public property for use or issue to others, including the accounts and returns them- 
selves. 

(6) General and misceUaneous, embracing all communications received involving the 
issuance of suitable orders, instructions, and regulations for an efficient and economical 
administration of the public service; the preparation, proourement, and distribution of 
suitable official and professional publications; the preparation of yearly estimates of the 
sums required for the public service for the fiscal year ensuing; the procurement of 
needed supplies for the public service, and their distribution to the points where tney 
are required for use or consumption; the creation, procurement, improvement, and pres- 
ervation of necessary public buildings, grounds, and works; the disposition of surplus or 
unserviceable public property, and the preparation and submission of a yearly report of 
operations for the information of the proper authorities. 

A record book for letters received should be large enough to contain the entries of one 
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or more calendar years, but no such bookfi should commence or terminate in any frac- 
tional part of a year. 

Continuous numbers, beginning with the first and terminating with the last entry for 
a year, should be attached to the entries in the book and placed upon the papers. 

Communications should be successively entered in the order of their receipt; but if 
the daily number of such communications be larger than one clerk can enter, the record 
book should be divided into two volumes — odd numbers being attached to the entries in 
one volume, and even i\}imbers to the entries in the other. If, as is contemplated, the 
work of the entry clerk be restricted to a simple entry of the paper, the placing of the 
entry number upon it, and notation in the book of the action taken upon the papers en- 
tered, no more than two volumes are likely to be required for any one of the six pre- 
scribed classes of record books; but such books can be divided into as many volumes as* 
may prove to be necessary, each of the volumes being distinguished by a letter of the 
alphabet, which will also be noted on the papers entered in the volume. For instance, 
should it be necessary to divide the record book of *' general and miacellaneoua letters re- 
ceived '' for the year 1871 into four volumes, the thirty-fifth paper entered in the third 
volume would be known as ** 35, C, 1871," which designation should be noted in colored 
ink above, below, or between the spaces of the brief of contents, accompanied by some 
simple indication of the bureau, such as A. G., P. M. G., Eng., etc. It will not be 
necessary to add any notation of the particular class of record book in which a paper has 
been entered, as the subject of the Communication will be a sufScient indication to any 
person familiar with the classification of the record books, and all papers which do not 
manifestly belong to any other set of books will necessarily be entered in the ^* general 
and miscellaneous *' books of record. 

No communication should be recorded in more than one record book in the same bu- 
reau, unless more than one class of record business is involved in it, inwhijch case entries 
of so much of its subjects and the action upon it as relate to other record divisions may 
be made in the books of those divisions, and proper notations thereof placed upon the 
paper. 

No communication exhibiting the notation of a previous entry should be again entered 
'in the same class of record books, unless, for special reasons, it becomes necessary or de- 
sirable to transfer a remote entry to one of current date. All indorsements, reports, re- 
marks, or directions attached to a communication that has been entered, sent from, and 
returned to the bureau should be regarded as a part of the original paper, and should not 
be separately recorded and numbered; and separate communications relating to one 
particular case, though independently recorded and numbered, should be collected and 
filed all together, both for the sake of convenience and to insure a full understinding of 
the case whenever taken up for action, notation being made on the subsequent papers, 
and against their entries on the record books, that the 7 are filed with the first communi- 
cation upon the case. Papars inclosed in a communication received should have a nota- 
tion of the entry number assigned to such communication placed upon them, all useless 
fly-leaves being first taken off. 

To insure proper indexing, a communication not received direct from the writer should 
be entered in the record book in the name of the la^t intermediate sender; the name of 
the writer then appearing in the body of the entry. 

Should the number of cases falling under any one of the before-named classifications 
not justify their separation from the other records, that particular classification ma.y be 
omitted, and the cases recorded under some other class. In the event stated, matters 
pertaining to classes 1, 2, 3, 4, 5 may be recorded in the same books as those oif class 6 

EXECUTIVE ACTION UPON LETTEES EECEIVED. 

When communications received have been entered in the proper record books, and the 
required notations have been made upon them, they are to be distributed throughout 
the bureau for executive action; pencil memorandums of the distribution to be made in 
the record book at the time, and removed upon the return of the papers to the recorders. 

The first executive action upon any case which has not manifestly arisen for the first 
time should be to ascertain from the records what has previously been done concerning 
it, and in all cases of importance inquiry should be made respecting the rules previously 
followed m similar cases. 

Any information on the records of the bureau, or in possession of any official thereof, 
relating to a case, should be called for by the particular officer or clerk to whom it is 
referred for action, either verbally or by a written memorandum detached from the 
papers, and furnished in the same manner, no official reference or recording being nec- 
essary or desirable in communications between subdivisions of the same bureau. Inqui- 
ries of an oft-recurring nature should, as far as possible, be made and answered upon 
printed forms prepared for office use, thur; saving time and insuring the same amount of 
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information in each case, independently of the memory of inquirer and searcher. These 
memorandum reports should he preserved for future reference, heing placed in an in- 
dorsed envelope and filed with the papers in the case; but they should not he permitted 
to leave the bureau. 

A report upon any case required by a sui>erior official from one of his assistants in the 
bureau should generally be adopted and used by him so far as to place or found his own 
remarks and views upon it; but should the superior officer prefer that the report and 
remarks upon any case should appear wholly over his own name, or signature, the report 
of the assistant should be regard^ as a memorandum for the Information of his chief, 
and should not be recorded or sent out with the papers in the case. 

Correspondence between the bureaus of the War Department with other executive 
bureaus maintaining intimate official relations with that Department, and with the De- 
partment itself, the Army, and others, should, whenever convenient, expeditions, and 
proper, be conducted by indorsement upon the papers pertaining to the case under con- 
sideration; but if the record of a case in the entry book be not regarded as sufficient; if 
it is not considered advisable to intrust the papers or any part of the information con- 
tained tiierein to other parties; if it be more convenient, useful, and proper to communi- 
cate by letter, order, circular, or memorandum, or if any other good reason exist, a de- 
parture froip this general rule is allowable. 

When indorsements are used they should be written, successively, crosswise upon the 
folds of the communication, additional sheets of paper being pasted on as required, and 
suitable margins being left on each fold for the purpose. Reports and remarks of con- 
siderable length may be written on seperate letter-sheets and fastened inside the com- 
munication, a note of the fact being made beneath the last indorsement. Simple refer- 
ences of papers by indorsement, as well as reference for * 'report" or ** remark" only, 
should be made according to a set form of phraseology , to save the necessity of recording 
them at length in the books of letters sent. 

Indorsements, as well as letters, addressed to public officers on the business of their 
offices, should designate them by their official titles rather than their individual names, 
as illustrated hereinafter. 

Ck>pies of original papers should not be unnecessarily multiplied. Except in special 
cases, the record kept in the bureau of original papers temporarily or permanently sent 
out is sufficient for reference. Originals referred to other executive bureaus, and not 
likely to be sent away from the seat of government, can always be referred to or recalled 
if required. Full copies of all the papers in a case need not be made when partial copies 
or extracts, covering the particular points involved at that stage of progress, will answer 
the purpose as well, or when the case can be sufficiently presented in a letter framed 
from the original papers and unaccompanied by copies. 

Copies of papers, as well as originals, should be written on both sides of the paper used, 
unless it is probable that the matter contained therein is to be printed. 

Communications addressed to the bureau upon matters which do not &11 within its 
jurisdiction should be recorded and referred to the proper office, no acknowledgment of 
the receipt of such communications from the writer being required except in special 
cases. 

Communications apparently referred for disposition to the bureau by persons whose pub- 
lic stations render them liable to be addressed upon various subjects by various parties, 
and which communications do not in themselves appear to require any correspondence 
with the writers, are not of necessity to be acknowledged or replied to at length, except 
upon request of the forwarder, or unless it be manifestly proper to communicate with 
the forwarder upon the subjects concerned. 

Acknowledgments of communications received need not be sent except in special and 
important cases; nor need answer be made to communications upon matters which, since 
the date of the communication, and during its absence from the bureau, have been settled 
upon other papers, or otherwise. 

Detached briefs, sometimes prepared by subordinates to save to their superiors the 
time and labor involved in the examination of a complicated case, set forth in numerous 
papers, should be terse and concise in language, informal in style, stripped of all mere 
verbiage, confined to the particular points of the case then before the bureau for action, 
and should not, except in special instances, be regarded as part of the official papers or 
the permanent records, but filed as memoranda. 

Whenever a case requiring action extends through several papers, the-papers should, 
with the aid of an elastic band or office tape, be always so arranged by the clerks into 
whose hands they come for action as to present to view the briefs of writers and con- 
tents of the principal communications in the order of their dates, the inclosures pertain- 
ing to each paper being contained within it, except such as it may be desirable to with- 
draw, indorse, and arrange among the principal papers. 

Notations of the date or number of all letters, orders, circulars, memorandums, or 
other communications issued from the bureau, should be placed on the papers upon 
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which such commanications are based in small characters and in colored ink, upon the 
first or briefing fold of the paper, thus enabling an execntive officer, or other person ex- 
amining the paper, to see at a glance, or to ascertain, what action or attention the case 
has already received. 

Communications referred by a superior to a subordinate officer, for such action as the 
subordinate may deem proper, do not require any formal indorsement or signature as 
authority for the latter to act upon them, but all instructions, calls for information, or 
information given, should be attested by the signature or initials of the superior officer 
or one of his assistants. 

BBCOBDING OF LBTTEKS SENT. 

A record book of letters sent, divided into as many volumes as may be necessary,, 
should be kept in connection with the record books of letters received, in which shoald 
be recorded in full all communications issued from the bureau, except simple indorse- 
ments of reference for action, report, or remark, and regular series of >order8, of which 
sets are separately kept on file. Should the business of any one class of records demand 
it, a separate book of letters sent may be kept for that class. 

Such letters sent as are of a purely routine character, and of frequent recurrence, should 
be prepared upon printed forms, designated by ntimbers or otherwise, in which case only 
the manuscript portions of the letter, with the designation of the form affixed, need be 
recorded. 

Brief descriptive headinsts should precede the entry of such indorsements as do not 
within themselves set ibrlh the names of persons and things,* or the subject concerned, 
sufficiently for indexing purposes. 

To facilitate the dispatch of business, either the first draught of a communication, duly 
corrected, or a rough or press copy of the signed communication, should be retained for 
entry in the book of letters sent, and, after being recorded, such drafts or copies can be 
filed within the letters received on which they are based, or preserved, if desired in any 
other manner. 

All names in the brief of an indorsement or report, or in the body of a communica- 
tion, recorded in the letter book, which require to be indexed, should be underlined by 
the recorders. 

The entry-marks of the letters received, upon which a communication issued from the 
bureau is based, should be noted in the margin of the record book of letters sent. 

INDEXING. 

A yearly alphabetical index should be kept up from day to day in connection with each 
record book of letters received and sent; but a separate index need not be kept for each 
volume of a book divided into volumes as before described. The index shoald contain 
the names of all persons and things appearing in the record book, as the writers, the re- 
ceivers, or the subjects oi the communications recorded therein, no name being entered 
more than once. Following each name in an index of letters received should appear the 
numbers of all communications received from or relating to the person or thing concerned 
(space being provided for the purpose), the numbers of the communications in which the 
name appears in the body of the letter, and not as the writer, being distinguished by 
the use of colored ink. In the indexes of letters sent the numbers should refer to the 
pages of the record book on which the communications are transcribed. 

To facilitate searches for names under each letter of the alphabet, where the number 
of entries are great, the names may be arranged according to the first letter following the 
initial letter, under subdivisions corresponding with the five vowels of the alphabet. 

A copious index of subjects of general interest, or involving principles. applicable to 
similar cases likely to arise hereafter, should be compiled from individual cases after they 
have been recorded in the entry books and have received the action of the proper authori- 
ties. This index should extend to the business ot the entire bureau, and should embrace 
the records of as many unbroken years as is consistent with convenience of size and hand- 
ling. The design of this book of reference is to aid in securing uniform, just, and speedy 
decisions upon certain classes of cases of frequent occurrence, which might otherwise re- 
quire, each ot them, a lengthened search and study of principles, authorities, and prece- 
dents. Great care should be given to the preparation and keeping of this index. 

Illustrative examples of the various kinds of indexes for record books of letters received 
are hereunto appended. These indexes should, when necessary, be kept by clerks espe^ 
cially assigned to that duty, to whom rough memorandums of names and entry numbers, 
in the order of their entry, should be handed by the recorders. 

MEMORANDUM BOOKS. 

Memorandum books, simple in design and inexpensive in character, may be used to 
aid in the dispatch of current business or for ready reference to particular classes of in- 
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formation, bnt they should not be multipUed beyond strict necessity, allowed to acca« 
mulaie in course of time, or permitted to absorb much of the clerical labor of the bureau^ 
nor should they be regarded as a part of the permanent records, and no file-numbers or 
notations connected with such books should be placed upon official papers. 

HANDWEITING AND WRITING MATERIALS. 

* 

No other writing fluids than good black and red inks should be sanctioned, and copy 
ing ink should be used only for letter-presses. 

Handwriting in record books and on official papers should be plain and of good size, 
flourishiDg and ornamental writing being especially avoided and forbidden. Proper 
names should always be written with especial care. 

BRIEFING. 
Class 1. 



JAMBS W. SMITH, 
First Lieutenant, 12th Infantry, 



ASSISTANT QUABTEBHASTTEB. 



By Senator Newton, Indiana. 

Representative Sinclaib, Indiana. 
Judge Tbimble, Indiana. 
Ex-Governor Oldham, Maine. 
General Richard Tompkins et aJ. 



(Three inclosures.) 



[NoTB.— To be indexed under name of 
applicant ; also under Q— ' *Quartermas- 

ters."J 



MORTON S. JONES, 
Minnesota. 



FOBAGB MASTEB, FOBT PEMBINA. 



By Captain Platt, A. Q. M. 
Hon. G. S. Hudson. 
Postmaster Hill. 
Citizens and Merchants of Pembina. 



[Note.— To be indexed under name of 
applicant and under F— " Forage Mas- , 

ters."] 



B. FRANKLIN HALL, 
Late Sergeant^ Masaaehtuetta Volunteers. 



CLBBKSHIP, WAB DEPABTMENT. 



By Senators and Representatives. 
OfiScers of Regiment. 
General Labau, Dbanb, et al, 

G. W. SCHOULEB, &o. 



[NoTic.— To be indexed under H— 
'•Hall," and C— "Clerkships."] 



STEPHEN SHARPE, 
New Hampshire. 



COMMISSIONEB, OHIO WAB CLAIMS. 



By the Senators and Representatives, 
United States Officers, and principal 
State Officers of New Hampshire. 



I Note.— To be indexed under S. and 0.1 
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Class 2. 



Tuscaloosa, 

JaniMry 20 1870. 



ALABAMA, Western distriot of. 
fUnited States attorney). 



Requests that Thos, H, Robinson, Q. 
M. ag:ent at Selma, be sent to him as a 
witness in case of *' The United States 
««. Geo. Hay field and others.*' 



[Note.— To be indexed under A, R, 
and H.] 



Alsatla, Wisconsin, 

September 13, 1870. 



NORTH-GERMAN CONSULATE. 



Requests information concerning^ Pri- 
vate WUliam Schmidt, Company F, 97th 
Massachusetts Volunteers. 

[One inclosure.] 



[Note. — To be indexed under N and S.] 



St. Louis, 
May 16, 1870. 



SOUTHWEST, Department of. 
(Medical director.) 



Recommends transfer of Miyor Charles 
Fuher, Depot Commissary, to an east- 
ern station, on account of ill-health. 



[Note.— To be indexed under S and F.] 



17958- 



10 



February 15, 1870. 



QUARTERMASTER-GENERAL. 



Recommends that Capt. William 8. 
Thompson, post quartermaster at 
Portland, Oi*egron, be relieved by 
Capt. Richard Belden, A. Q. M., and 
ordered to report to the Quartermas- 
ter-General. 



[Note.— To be indexed under Q, T, 
and B.] 
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Class 2. 



OCTOBEB 29, 1870. 
JUSTICE, Department of. 



Opinion on application of Surgeon 
Thomas SmUie, U. S. Army, to be ad- 
vanced in grade among the ofticers of 
his corps, that the {applicant has no 
legal right to such advancement. 



[Note.— To be indexed under .T. and S.] 



Al>RiL 30, 1870. 



CLAIMS. Court of. 



Requests address of Chaplain William 
Goddard, 36th Rhode island Volun- 
teers. 



[Note.— To be indexed under Cand G. 



New Orleans, 
September 16, 1870. 



LOUISIANA, State of. 
(Levee Commission.) 



Resohition requesting assignment of 
Major JLawreuce M. Abbotty Corps of 
Engineers, to the work at "North- 
west Pass" on account of his famil- 
iarity therewith. 



[Note. — To be indexed under L — 
("Louisiana'* and "Levee Commis- 
sion,") A. and N.] 



Port Humboldt, 
October 7, 1870. 



NEVADA, District of. 
(Judge- Advocate.) 



Submits formal chal^ges against Capt. 
Lym^n Bradford, 46th Infantry, and 
recommends his trial by court-martial. 



[Note.— To be" indexed under N and B.] 
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Class 2. 



Chevunne, 

March 7, 1870. 



WYOMING, aovernor of. 



Requests that Col. Charlet G. Goraon, 
15th Cavalry, be continued on duty in 
the Territory until Indian troubles 
' are settled. 



[Note.— To be indexed under W and 
G.] 



Febbuabt 29, 1870. 
HOUSE OF REPRESENTATIVES. 
(Committee on Reconstruction.) 



Requests copy of report of Col. Charles 
H. IZoyd, U. S. Army, of his inspectio.i 
tour in Alabama and Mississippi. 



rNoTK. — ^To be indexed under H — 
"House of Representatives," R— " Ren- 
construction Committee," L, A,andM.] 



Boston, 
August 3, 1870. 

ATLANTIC STEAMSHIP COMPANY. 



Reports improper conduct of Jo/in Smithy 
clerk in equipment office, on steamer 
'* Crystal Wave," July 27, 1870. 



[N0TE.--T0 be indexed under A and S.] 



July 19, 1870. 



HENRY W. JOHNSON, 
First Lieutenant, 6lh ArtiUe.y. 

PHILIP J. STETSON, 
First Liewenant^ 12th CavtUry. 



Apply for exchani^e of regiments after 
Jst of September next. 



[Note.— To be indexed under Jand S.] 
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Class 4. 



FoBT Cabtkb, Nebr., 

October 10, 1870. 



GEO. RUSSELL Sc JAS. S. TOWERS 

With 
Lieutenant Sinclair Jaektou, A. C. S. 



Ck>ntract to purchase hides of beef- 
cattle slaughtered at the post or in the 
vicinity. 



Fort Marion, Kaksas, 
M€urch 14, 1870. 



RICHARD SALTER & JOHN ROHB 
' with 
Captain Joseph Simpson^ A. Q. M. 



Contract for lumber, brick, and stone 
for quartermaster's storehouses. 



LiTTLB Rapids, Wis., 
September 19, 1870. 



RANSOM, Major George H,, 
Corps of Engineers. 



Reports delinquency of Hardy A 8ad- 
lier^ contractors for blasting work, and 
recommends that suit be brought on 
their bond. 



New York, 

August SI, 18^0. 



STEAM COASTING CO. 

and 

PACIFIC TRANSPORTATION CO. 



Give formal notice that existing ajgree- 
ment for transportation of troops and 
stores will be terminated September 30, 
1870. 
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Class 4. 



Junction City, Kans., 

May 31, 1870. 

JOSHUA RIDEB AND J. S. HILL. 



Proposal forsupplyinRcoal and wood 
to tne quartermaster's department in 
Kansas. 



Paris, June 27, 1870. 
FRANgOIS BELLOTE. 



Offers to furnish desiocated vegeta- 
bles and concentrated meats for the use 
of tlie Army. 



Class b. 



June 25. 1871. 



TREASURY DEPARTMENT. 



Warrant for appropriations <Jf the 
War Department for the fiscal year 
1871-72. 



Received, Q. M. G. O., June 29, 1870. 
Received, A. G. 0-, June 27, 1870. 
Received, War Dep't, June 26, 1870. 



I 



Nashville, 
September 1, 1870. 

SOUTHWEST— Military Division. 
(Chief Commissary Sub.) 



Estimate of subsistence funds for fis- 
cal year 187l-'72. 



[Three inclosures.] 



Received, O. C. G. S., Sept. 5, 1870. 
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Class 5. 



FoET Johnson, Wyoming, 

FebitMry 8, 1870. 

RICHARDS, Weutenant William G., 
(Post Commissary.) 



Account current for January, 1870. 



[Seventeen iuclosures.] 



Received, O. C. G. S., February 20, 1870. 



Newport Barracks, Ky., 

June 30, 1870. 

LESLIE, Captain Hamilton, 
(36th Infantry.) 



Property return of detachment of re- 
cruits en route from Newport Barracks 
to Santa Fe for 2d quarter, 1870. 



[Nine indosures.] 



[Received, Q. M. G. O., July 6, 1870.] 



St. Louis, 
May 27, 1870. 

LANGDON, Captain Beverly T., 
(Medical Storekeeper.) 



Certificate of deposit for $527.49, on ac- 
count of sales of medical and hospital 
property. 



[One inclosure.] 



Received, S. G. O., May 30, 1870. 



Wyandotte, Kansas, 

February 28, 1870. 

YOUNG, Grandison. W., 
(late 1st Lieutenant 29th InfiEuitry.) 



Incloses receipt of Captain MaxweU 
Stockton^ A. Q. M., for $79.63 deposited in 
settlement of his aocounto with the Gov- 
ernment. 



[One inclosure.] 



Received, Q. M. G. O., March 6, 1870. 
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Class 5. 



May 14, 1870. 



ADJUTANT GENERAL. 



General Orders No. 60, directing: that 
property returns, except for provisions, 
be hereafter rendered quarterly, instead 
of monthly. 



Beoeived, O. C G. S., May 18, 1870. 



June 16, 1870. 



ADJUTANT GENERAL. 



General Orders No. 73, prcscribinif 
method of accountability for quarter- 
master's property, for post and garrison 
use, in charge of tne guard. 



Received, Q. M. G. O., June 18, 1870. 



Fort Leavenworth, 
September 90, 1870. 



DIXON, Lieutenant Thomcu Z., 
R. Q. M., 11th Cavalry. 



Explanations and additional vouchers 
for file with his money accounts for 
July, 1870. 



[Eleven inclosures.] 



Pins Bluff, Ark.. 
October 3, 1870. 



MELVILLB. Bobt Quiney, 
(late Paymaster of Volunteers). 



Applies for settlement of his accounts 
under act of Congress of June 23, 1870. 



[Twenty-three inclosures.] 



Received, P. M. G. O., October 13, 1870. 
Received, A. G. O., October 10, 1870. 
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Class 5. 



Januaby 27, 1870. 



TBEASUBY DEPARTMENT. 



Reports that remittanoes have been 
made to M^or Thonuu Lincofn^ Engi- 
neers, for $5,600, and James R. HewUtl, 
engrineer agent, for $400.60. 



Received, Eng. Bureau, January 29, 1870. 



New Albany, Ind., 

Febrtuiry 29, ISTIlL 



JENKINS, Captain B. -F., 
Depot Quartermaster. 



List of quartermaster's property sold 
by auction on the 24th, 25th, and 26th 
instant. 



Received, Q. M. G. O., March 3, 1870. 



Inventory and Inspection report 

of 

CoKMissASY Property, 

for which 

Lieutenant JOS. G. GOODWIN, 
57th Infantry, 

is responsible. 



Inspected at Camp GdmeU^ Ncv.^ on 
August 29, 1870. 



Received. O. C. G. S., September 25, 1870. 



San Antonio, Texas, 
Ju/y 17,1870. 



FRONTIER, Department of the. 



States, in reply to letter of June 29, 
that a board of survey is now investi- 
gating the loss and damage of ordnance 
stores turned over by Captain Thos. Ed- 
wardsy Ordnance Corps, to Lieutenant 
Evan Bradbury^ Post Quartermaster at 
Austin, for transportation to Lieutenant 
Duncan McBridCy Ordnance Officer at 
Hunter Barracks. 
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Class 6. 



Fort Mumford, Kans., 

3Iarch 8, 1870. 



CAVALRY, 12th Regiment. 
(Commanding Officer.) 



Reports necessity for the return of 
some of the detached officers of his 
regriment before active operations be- 
gin. 



[Note.— To be indexed imder C — 
"Cavalry, 12th Regiment," and D — 
"Detached officers of 12th Cavalry."] 



North Platte City, Nebr., 

April 14,1S70, 



PLATTE, Sub-District of. 



Reports boundaries of For£ BlaUdell 
Military Kesei'vation. and recommends 
that il be officially declared. 



[Two inclosures.J 



[Note.— To be indexed under B— 
''Btuisddl, Fort, Military Reserva- 
tion," and P— "Pfa/(€, Sub-District."] 



May 29, 1870. 



FORT MURRAY, Post of. 
^Commanding Officer.) 



Reports conference with ** Buffalo 
Horn'''* and other Indian chiefs at that 
post. 



[Note. —To be indexed under B— 
** Buffalo Horn; " I— "Indian confer- 
ence at Fort Murray," and 'SI— Mur- 
ray, Indian conference at Fort."] 



Boston, 

October 9, 1870. 



FORT ANDREW, Post of. 
(Post Quartermaster.) 



Requisition for stoves for use of the 
garrison. 



[Note.— To be indexed under A— 
''Andrew, Fort;" R—" Requisitions 
for Q. M. stores," and S— " Stoves."] 
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Class 6. 



Washington, 

September 30, 1870. 



RECORIIS OF WAR DEPARTMENT. 
(Board.) 



Report and recommendations con- 
cernini? records and business of War 
Department and Bureaus. 



[Note.— To be indexed under B— 
"Board on Kecords, i&c.;" li— "Rec- 
ords of War Department." and W— 
*'War Department, Board on Rec- 
ords, &c." J 



St. Louis, 
May 18, 1870. 



TACTICS AND SMALL-ARMS, 
(Board.) 



Report on breech-IoadinR: small- 
arms for infantry, cavalry, and artil- 
lery. 



[Note.— To be indexed under B — 
" Board on Squall-arms" and " Breech- 
loading: Small-arms;" S — "Small- 
arms Board," and T — "Tactics and 
Small-arms Board."] 
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Contract letters received. 



Date of 
recei pt 
and file 
number. 



Mar. 14... 

(74) 

May27... 

(75) 
Junes... 

(76) 

June 29.. 
(77) 

July 14... 

(78) 



Name of contractor 
or writer. 



Bloomington Arms 
Company. 



Slaugbler, James G. 



Engineer Bureau. ... 



StansHury, Capt. R. 
T., Post Q. M. 



Campbell & Bell. 



Date and subject of contract or letter. 



Kings Cross, Mass , 

Alurch 12. 
Offer to purchase 10,000 Springfield 
muzzle-louding rifles at appraised 
value. 



April 10. 
Contract for beef-cnltle at Fori Fosdick 
with Captain Thomas L. WycUi^ C. S. 

June 2. 

Refers proposal of WiUiam Hammer- 
mnifh di Co. to attach their patent 
fum-ahifid to the fortifications of the 
United Stales. 

Omaha, June 24. 

Reports purchase of fire ext in i/uisfiers 
for the Q. M. department at Omaha 
and Cheyenne from Randall Fire 

• Extinguisher Company. 

PiTTSBURGH, Jjt/j/11. 

Proposals for lurnishing iron head- 
blacks and iron railings for the na- 
tional cemeierics. 



Action. 



C. O. Springfield Armory 
remark, March 15; re- 
turned March 19, and of- 
fer declined March 20 (L. I 
B., p. 347). I 

i 

See page 96, Contract Reg- , 
ister, 1870. 



See ppge 137,Contract Reg^ 
isler, 1870. 



I 



Inspector national ceme- 
teries remark, July 15: 
received l>ack July 27; 
answered July 30 (L. B., 
p. 465). 
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General and miscellaneous letters received. 



Date of 
receipt 
and file 
number. 



Sept. 30 
(561) 



Oct. 15 

(5G2) 

Oct. 23 

(503) 

Xov. 10 

(564) 



Name of writer. 



North wedt Military 
Division, c o m - 
manding officer. 



Adjutant-General ... 



Post-Office Depart- 
ment. 



Cavalry School, 
comma.idant. 



Date and subject of letter. 



September 20, 1870. 

Reports on Indians, post traders, 
means of transportation, subsist- 
ence stores, quarters, need of re- 
cruits, &c., in liis comn)tind, as 

, observed during his recent inspec- 
tion tour, and submits recommen- 
dations. 



October U, 1870. 
Refers requisition of Cnptain Sam- 
vti WUkiita^ Company H, Ninth 
Artillery, for orduani« stores. 



• OCTOBKE 22, 1870. 
Refers for remarlc petition of offi- 
cers and men at Fort Oraystm, 
Texas, for increased mail facili- 
ties. 

November 1, 1870. 
Report of trials of Frin'jWs aufety- 
biU 



Action. 



Extracts for Interior De- 
partment, War Depart- 
ment, Q. M. Gen'I, C. G. 
Sub.. Surs:. Gen., Sup*t 
Rect'g: Service, Oct. 5 (L. 
B., pp. 249-286). Copy to 
Secretary of War for 
House Committee on 
Military Affairs, Dec. 27. 



Letter to C. O., Allegheny 
Arsenal, Oct. '16, and to 
Captain Wilkins (L. B., 
p. 363). 



A. G. remark. October 24; 
returned Oct. 26; Q. M. 
, G. report, Oct. 27; letter 
, to P. M. G. Oct. 28. 



Referred to Q. M. G. Nov. 
12; returned Nov. 15; let- 
ter to Pringle Nov. 18 (L. 
B. 638). 
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Record Book — Letters sent 



Henry ^ Hon. Thos. J., 

Louisville. 



437 (W. D.) 1870. 
683 (W. D.) 1870. 



Wyoming^ Gov'r of. 

79(A.G.O.)1870. 
Hee page 139. 



TFi7ik/ws,Geo.B., 

Ist Lieut. 12lh Infy. 

63,85 (Q.M.G.) 1870. 
Sec'y of War approved, 
May 20. 

See page 435. 



Engineer Officers. ' 
743 (Eng.) 1870. 



Cavalry,C.0. 12ih Reg't., 
Fort Bichardsonr, Texas. 

467 (Ord.) 1870. 
See page 296, Vol. 1, 1869. 



War Department, June 16, 1870. 

Sir : I am directed by tlie Secretary of War to inform you, 
in reply to your letter of the 12th instant, titat the.applica- 
tiun of Mrs. Rehacca linrriHon, of Bentville, for the discharge 
of Corporal Joaeph Browv, Co. M, 27th Infantry, has been 
duly considered by the Department, and that the same can 
not be granted without prejudice to the public interests. 
Very respectfully, your obedient servant, 

Chief Clerk. 



Indorsement on application for continuance of Col. Chcus. G, 
Gordon in that Territory. 

Respectfully referred by the Ciencral of the Army to the 
Commander of the Mil.Div.of the West, with authority to 
grant this application, if deemed compatible with the inter- 
ests of the service and regarded as advisable in other re- 
spects. 



A.G.O., MarchU, 1870. 



Assl Aflft Geti'L 



Report: 

The case of this ofTlccr is respectfully submitted to the 

Quartenuasteir-General, with the report that it appears * 

» « * * 

It is recommended that ***** 
Q.M.G.O., May IS, 1870. 



Major and Q. M. 



Or-'KicE Chief of Engineers, 

June 27, 1870. 
Circular: 

It is ordered by the Chief of Engineers that in future all 
estimates for funds forwarded to this oflice » • • • * 



Capt. of Eiiy'rs, B'v't Lt. Col. 



Ordnance Office, 

August 14, 1870. 
Sir: The Chief of Ordnance requests * * * * • 
Sharp^sbre^ch-loadinf/ CarJihie • • * ♦ .♦ 
Very respectfully, 

• , 

Major of Ordnance. 
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OPPlCfi-MAttKS, IXDORSEMEXTSy OFFICIAL ADDRESSES, INDEXES. 

Jllttstrationa of the office-marks upon communicationa and their indosures. 



746 (Eng.) 1870. 



(Three inclosures.) 
FILE WITH 549 OF 1869. 



Ana'd June 2 *, 1870. 



Seelelter to June 30, 1S70. 

Copy of this, and answer of June 26, 
1870,furnishedto July 18,1870. 



Submitted personally to the 

August 27, 1870, and action deferred. 



See letter to the. 
Sept. 19, 1870. 



S. 0. 316, par. 3, Oct. 20, 1870. 
Receive, Eng. Bureau, June 21, 1870. 



III. 

746 (Eng.) 1870. 

Extract, as indicated by red ink brack- 
ets within, Airnished to ~. 

July 18,1870. 



[Note. — Inolosures should always be 
numbered in the order of their date,,or 
in the order in wliich they should be 
read.] 



Illustrations of memorandum — Envelopes and indorsements. 



ENVELOPE. 



.(A. G.) 187... 



Case of. 



OFFICE MEMORANDA, BRIEFS, 
AND REPORTS. 



Not to be taken from the flies except 
for reference, and not to be sent out of 
the office. 



Respectfully referred by the Depart- 
ment Comiiiancler to the CommandinK- 
Ofticer of the District of the Plains, with 
directioiiH to order a full investigation 
into the circumstances set fortli herein 
by a competent staff officer serving in 
his command, whose report shall be for- 
varded to these headquarters accompa- 
nied by these papers. 

AcVg Asaf. Adji. Gen'l. 
H'dq*rs Dept. of the West, Sept. 29, 1870. 

See report within. 

Respectfully forwarded to Headquar- 
rers Military Division of the Northwest. 



Brig. Oeti'l Com*g. 
H'dq'rs Dept. of the West, Oct. 14, 1870. 

Respectfully returned by the Division 
Commander to the Commanding-Officer 
of the Department of the West. It is not 
deemed necessary or proper to apply to 
Headquarters of the Army, as recom- 
mended, for authority to establish a per- 
manent military post at Whitestone 
Crossing, but suitable detachments of 
cavalry and infantry should be sent 
there next spring to remain till the fol- 
lowing winter and the postquartermos- 
ter at Fort Wilson should be directed to 
forward requisitions for the necessary 
materials to provide them with tempo- 
rary quarters. Suitable reports of the 
operations of these detachments are to 
be forwarded for the information of 
these headquarters. 

Aast. Adjt Gen'L 
H'dq'rs Mill.Div.Northwest,Oct.28,1870. 
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Official addresses. 

To the Speaker 

of the House of Representatives, 

Washington. 
To the President 

of the Senate, 

Washington. 

To the Chairman, 

Committee on Military Affairs, 

United States Senate. 
To the Chairman, 

Joint Select Commitlee on Ordnance, 

Washington. 
To the Clerk 

of tlie House of Representatives, 

Washington. 
To the President 

of the United States. 

To the Honorable 

The Secretary of the Treasury. 
To the Honorable 

The Attorney-General. 
To the Second Comptroller 

of the Treasury, 
To the Commissioner 

of the General Land Office. 
To the 

Commissioner of Pensions. i 

To the Chief of the Bureau 

of Yards and Docks, 

Navy Department. 
To the Chief of the 

Bureau of Navigation, ♦ 

Navy Department. 
To the Paymaster General 

of the Army, 
To the Commissary General 

of Subsistence, 
To the Clerk of the 

Supreme Court of the District of Columbia, 

Washington. 
To the Assistant Attorney General, 

Uniied States Court of Claims^, 

Washington. 
To the Governor 

of the State of Nevada ^ ' 
Carson City. 
To the Secretary of State, 

State of New Jersey, 

Trenton. 
To the Superintendent of Public Instruction, 

State of Illinois, 

Springfield. 
To the Clerk of the District Court, 

Fourth Judicial District, State of Texas, 

San Antonio. 
To the Surrogate of the County of Kings, 

Brooklyn, New iTork, 
To the Mayor of the 

City of Louisv.'Ilr. 
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— < 

To the Treasuber of the 

Board of Public Works, 

Cincinnati. 

To the Secretary 

of the Atlantic Woolen Mills^ 

Westerly, Rhode Island. 

To the President 

of the Interoceanic SteamsJtip Co., 

Wiliniujston, North Carolina. 

To the Judge- Advocate, 

General Court- Martial ^ 

Fort Hamilton, New York. 

To the Recorder of the 

Board on Tactics^ »Small Anns, and Eguiptnents, 

Rock Island, Illinois. 

To the Collector of Customs, 

Fort of PhiladelpJda ^ 

Pennsylvania. 

To the United States Attorney, 

Northern District of Nctv York, 

Buffalo. 

To the Commandant, 

United States Navy Yard, 

New London,-C^n. 

To the Commanding Officer, 

Pod of Fort Greenleaf 

Florida. 

To the Depot Quartermaster, 

Fort Marker , Kansas. 

To the Post Commissary, 

Jefferson Barracks, Missourt. 

To the Assistant Adjutant-General, 

Headquarters J Dep'trlment of the WW, 

Fort Leavenworth, Kansas. 

To the Chief Commissary of Subsistence, 

District of Vie P'aina, 

Fort Gibsou, Indian Territory. 

To the Commanding Officer, 

Company C. I'Mh Regiment of Qivalry, 

Camp Mansfield, M. T. 

Alphabetical votcel index. 

Aa. 

Adams, Capt. Chas. J. —3, 11, 14, 28, 59, 73, 91, 126. 
Accounts of Civil Engineers — 7, 43, 69. 
Abbott, Geo. Wash. -45, 27, 34. 



Ae, 



Ahrens, Sam'l D.— 16, 18, 72. 
Aerial Navigation Co.— 116, 243, 376. 
Affrey, Surgeon Chas.— 92, 111, 293. 



Aikenside, Joshua — 142, 234. 
Aideb'de-Gamp—68, 236. 
Amerson, Col. Albert T.— 83, 171, 216. 
Allerton, William S.— 41, 69, t1. 



Ai. 
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Ao, 



Atwater, Gen'l Jona.— 26, 249. 
Appropriations for current fiscal year — 76, 83. 
Aspodel, Geo. C— 182, 246. 
Antiual Report — 6, 54, 87. 



Au, 



AyerSf Cadet Jackson H. — 46, 126. 
* *A valanclie. ' ' Steamer — 1 54. 
AuguniuSy Private Julins C. — 35. 
Austin Arsenal Lot — 112. 



INDEX LETTERS, 



Congress - 

House of Eepresentutives .♦ 

United States Senate 

Committee on Appropriations, House of Represeutatives . . 
Committee on Military Affairs, United States JSeuate. ... . 

President of the United States -_ .-_ 

Department of State 1 .^ -- _ - 

Department of Justice 

Solicitor of the Treasury :_ -- 

General Land Office) -- 

Comptrollers of Treasury •..*. 

Auditors of Treasury : 

Bureau of Internal Kevenue 

Navy Department Bureaus 

Commissary General of Subsistence 

Bureau of Refugees, Freedmen, etc.- 

Bureau of Military Justice ..- 

Supreme Court of the United States 

United States Minister to Great Britain 

United States Consul General at Montreal 

United States Commercial Agent at Port Stanley 

British Minister to the United States - 

Foreign Consuls at Richmond 

United States and Mexican Clai nis Commission 

Commissioners for codifying the laws of the United States . 

United States Coast Survey 

United States Internal Revenue Officers _ 

Assistant Treasurers of the United States 

Officers of United States Customs 

Officers of United States Public Land Service ._ 

Officers of United States Indian Service _ •._. 

Officers of United States Pension Service 

Headquarters of the Army 

Chief Quartermaster Department of the West ^ 

Depot Paymi)8ter at New York 

Post Commissary at Fort Wayne 

Board of Engineers on River and Harbor Improvements , . . 

United States Arsenal at San Antonio 

Chief Signal Officer of the Army 

Regiments and Companies of Cavalry •_ 

United States Military Academy 

Military Reservation of Fort Garland _. 

Military Post of Camp McGarry 

Major Generals ._ 

Second lieutenants 

Assistant medical purveyors.-. 

United States navy -yard at Mare Island 

United States East India Squadron 

Officers of United States courts, southern district of Ohio 
United States attorney, district of Vermont 



C. 

H. 

S. 

A. and ] 

M. and 

P. 

S. 

J. 

T. 

L. 

C. 

A. 

I. 

N. 

S. 

P. 

J. 

S. 

a. 

M. 

p. 

B. 
R. 
M. 
C. 

c. 

I. 

T. 

C. 

L. 

I. 

P. 

A. 

W, 

N. 

W. 

R. 

S. 

S. 

C. 

M. 

G. 

M, 

M. 

L. 

M. 

M. 

B. 

O, 

V. 
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ISDEX t£77TfiS— Cio«iiiE=«i 

• Firt WjTT* _ _-- T. 

8c^ ibr P«4-OSn IVpHUacDt P- 

tK=iiTe^ aad -Ddicial officera of tbe Stale of luicoci I. 

.iTTa, c« Tiliige of Baitoiinlle B. 

•■r=.»» Mf ^iciiQ :r;*i Works - O 

A->-: £.:£-j=L wopnt-.or of tbe Ea||le MUb _ R 

:<aaBJ3 i»i:«»*. p-^^'vJjCT at Weekly Keyieir A- 

TiBS*«H»T« icLT E«conl - - R- 

':•"»= u' saei=-*i:? Gownl Jscksoo O- 

taeta^irmat •.lairctt A KorrMS O iaJ BL 

Cj^=ki>=:L:iidsi»=r>^ecai-erM Portland B. 

<1j;ciz3 Si^»». CT-=i:rjni:n^ Companj M ofiUi iDfimtry B, 

Mi,"-* -'■»*- ia fbu^ of Snake River improvemoiita J. 

LiAiioBas: tsVjioa, ia charge o( constrai'tion of Fort Hale. R. 

EijKi—j^ii: baud oo iron pin-caniages ,. .- O- 

fpHnl ttn — •■ x^ :■*! rv acrootenueDts. ei|aipmenta, and inttenubitig UmU. ', A, E. and I. 

Baozd ^ leriaiai of Ibrms in sapplj and staff depart ueuls i Fand 3. 



AhOriel f'wm T'e^'A '-ool of MUrf rrrfipfil — Armf, General of; SulimiUi re|Kirt of (Mm- 
wiiritng o&m Uil. Dir. Xortbwest, of tour of iospection of liU coiiimiiuil, Imliiiiii' 
on >we*;n»*eTdL*:tnitentedind troublesome, aud comiuauding ofHccr IVii'tuf tlipW'tut 
mne ttaeie on an eipedittuD; post-tiadera, in some in3lauctt!<, ftt>iiH» tliuir |ii'iviU'iin>: 
allonaon of Iransportatioa at Fort Berry insllfBde tit; <iuarter>l nt postx <m llm llluii 
:^tone in bad tonditton: reeomineDdittion of coniiunDdinK otfluer l>ei)'t of llii< WcHt lor 
tenpacaiT increaae of clotbiDj; allowance, approved; a«tl)[»nient of Mniiir I.iMmliliiM 
Belden h depot Qnartermaster at Fort CoUiniblft reciuested, an uarlj ruturii tu UmIt 
pasta of all aTailafale detached officera recommended. 



■Armg, General of. 
.Vorairerf, UU. DiT. 
/u^MdUBof NortbweEt MiL Dir. 
JndioM Irmtbla in Dit. of NoTtbwest. 
tTof. Dep't of 

Smrticoler Eirrr. eitpediliOD to. 
Patl-lmdm. abases of. 
TmnrporiaJioii at Fort Perry. 
Berm, Fort, tiaiLiportation nt 
Quartm at Blue Stone posts. 
Blue Stane posts. qoarU^ra nt. 
Oothing alloirance in Div. Northwest 
Bddat. MaitH Leooidaa. 
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Abatraci. — War Department — Directs that the annual reports be prepared in narrative 
rather than tabular form ; and that the substance of the sub-reports be embodied therein, 
except y^here necessary to keep the sub-report separate and entire. 



War Department. 

Annual Beports, 

Reports (see ** Annual Reports'*). 

Tahular statements to be mainly omitted from annual reports. 

Sub-reports of bureaus to be generally omitted from annual bureau reports. 

AlpJiabeiical reference book of decisions and precedents. 



Accounts , 

SoufUy 

Clothing Accounts. 
Contracts 

Commulation 

Deserters 

Enlistment 

Funds 

Guerrillas 

Graves 



Disbursing: officers; when rendered— 1870: 42,168—1871: 67,329. Armyofla- 
cers* : various rules for settlement— 1870: 42,326, 474—1871 : 23. 

(See ** Clothing Accounts.") 
Settlement of suspended and disallowed, in Treasury Department— 1870: 63, 

75,131—1871 : 98.146. 

(See " Returns.") 
Deserters'; various questions conceiniing rights and forfeitures— 1870: 261,576, 

i7g2 1S71 • 4L 33 87. 

(See "Pay," "Allowance," Emolument," etc.) 
Veteran; various questions relating thereto— 1869: 15,86,193—1870: 231,4,96. 

(See "Missouri State Militia.") 
Volunteer : questions of settlement— 1870 : 11, 23, 396—1871 : 2, 38. Regular ; 

questionsof settlement— 1870: 43—1871: 181. 
How made, attested, reported, approved, etc — 1870: 63, 76 — 1871 : 44, 99. 

(See "Beef contracts.") 
For supplies at military posts; various rules and orders— 1870: C41, B82, A 

164—1871: 331,487. 
Allowances of enlisted clerks and me^aengers— 1870 : 639, 817. 

(See " Clothing," " Fuel," " Quarters," " Rations."). 
Status of. when restored without trial, or charge removed— 1870: B 58. 

(See "Bounty " and " Pay.") 
Apprehended and transported to depot or post ; questions of cost — 1870 : 1 1 , 36, 

48.325—1871: 264,487. 
Of minors; various rules, questions, and decisions— 1870: 78, 138. 

(See "Discharge." "Minors," " Ke-enlistment," etc.) 
Public, in charge of disbursing ofllcers ; rules for keeping and for reporting at 

stated times, etc.— 1870: 9, 100, 142—1871 : 14, 63.75. 

(See " Money.") 
Status of. as compared in various ways with organized forces— 1870: 162, 431— 

187>: 123,309. 
(See " Cemeteries.") 



MONEY AND PROPERTY ACCOUNTS, RETURNS, AND CORRESPONDENCE. 

iMters received — accounts and returns. 



Date of 

receipt 

and file 

number. 



Aug. IS. 
(176) 



Sept. 11. 
(177) 



Oct. 25... 

(178) 



Name of writer. 



War Department.. 



Truman, Geo. H., 
Istlieutenant 
49th Infantry. 



Auditor, Third. 



Date and subject of letter. 



August 17, 1870. 
Refers copy of opinion of Attorney-- 
General concerning effects of re- 
cent law upon unexpended bal- 
ances of former appropriations. 



Fort Buxton, Dak., 

Atiguat 31, 1870. 
Desires to know amount of suspen- 
sion on his accounts, and to whom 
he shall pay a sum sufficient to ad- 
mit of their settlement. 



October 24, 1870. 
Recommends certain modifications 
of the property return, jRnd in- 
closes new form proposed by Cap- 
tain Thomas Johti8on^A.Q,.M.. 



Action. 



Returned to Secretary of 
War Aug. 20 (L.«., p. 31 4); 
received back Aug. 24; cir- 
cular to division, depart- 
ment, and depot quarter- 
masters Aug. 25 (L. B.,379). 



Third Auditor, Sept. 14 (L. 
B., p. 486); returned Sept. 
15 ; returned to writer Sept. 
23(L.B.,p.499). Filed with 
27 of 1870. 



Referred to depot quarter- 
masters, N. Y:, Phil' a, and 
Pittsburgh, Oct. 80, for re- 
mark ; received back Nov. 
27; returnedto Third Aud- 
itor Nov. 29 (Lr. B., p. 582) ; 
received back Dec. 3 ; Sec- 
retary of War, recom- 
mended . Dec. 5. See CiS . O. 
153 of 1870. 
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REMARKS ON THE RECORD BOOKS OF MONEY AND PROPERTY ACCOUNTS, AND OF COR- 
RESPONDENCE RELATING TO ACCOUNTS AND RETURNS. 

Book 1 is designed to keep a correct account of all moneys coming into the Treasury 
to the credit of the bureau, either from regular appropriations or miscellaneous sources, 
and of all moneys drawn from the Treasury by requisition. An account should be kept 
with each head of appropriation. A balance struck at any time will show how much is 
yet in the Treasury subject to draft. An addition of the balances in the Treasury to the 
balances in possession of disbursing officers at date of last weekly report will show, with 
sufficient practical correctness, the financial resources of tho bureau at any time of the 
year. Miscellaneous receipts, which revert» into the Treasury and are not subject to 
draft, should not be entered on this ledger, or if entered for any reason, should be offrset 
by an entry in the opposing column, so as to balance the account. 

Book 2 is designed to exhibit a statement of the estimates of the disbursing officers of 
the bureau, together with the amounts allowed them. These estimates need not be re- 
corded in any other book. 

Book 3 is designed to keep an account of the receipt of the stated reports and returns 
from the officers responsible for public money or property, and of the disposition of such 
as are sent out from the bureau; also to show if any particular returns have not been re- 
ceived in proper season, or if any particular officers have failed to render their returns. 

Book 4 is designed to keep an open debit and credit account with every officer receiv- 
ing, responsible for, or expending public moneys. On one side the United States is to 
b« credited with all suras coming into the possession of the disbursing officer from every 
source, as well as with all expenditures made by him that are, for the time being, sus- 
pended or disallowed.; on the oiher side, the United States is to be debited with all 
moneys spent by him for whatever purpose, and with all suspensions or disallowances 
against him, when subsequently removed by refundment or explanation. The account 
may be balanced or closed at any time. Transfers of money between disbursing officers 
and others accountable for money or property should be entered singly, so that the entry 
in one officer's accounts may be checked when the funds are accounted ifor or reported by 
the other. 

Book 5 is designed to separate the various expenditures of the disbursing officers, so 
as to sho^v at any time what sums spent by them are chargeable to any designated head 
of appropriation; what has been spent for purposes not pertaining to the bureau, and 
what expenditures, not yet approved, can not, for the time being, be assigned to any par- 
ticular appropriation. 

Book 6 is designed to show the actual expenditures for the several distinct purposes 
of the bureau during the fiscal year. It is an auxiliary to Book 5. 

Book 7 is designed to keep an accurate account with other bureaus and appropriations 
for which moneys have been expended that ought to be refunded. 

Book 8 is designed to exhibit the sums received from sales of public property, and 
their distribution or disposition. 

Book 9 is designed to keep an account of the weekly balances of funds in possession of 
disbursing officers. 

In connection with the foregoing books, a book of letters received and of letters sent 
should be kept for the miscellaneous correspondence relating to money and property ac- 
countability in general or particular cases. 

When a/' request" for a remittance to a disbursing officer has been made, a statement 
thereof should be entered against the appropriation concerned in Book 1 and against the 
officer concerned in Book 4. When notice has been received that the remittance has 
left the Treasury, a check-mark should be placed against the two entries. When the 
disbursing officer takes up the amount on his money account, the check-marks should be 
crossed. 

When a disbursing officer reports on his money account a transfer of funds to another 
officer, an entry of the same should be made in Book 4 on the account of each officer, 
giving the first officer credit lor the amount and charging it to the receiving officer. 
When the latter officer takes up the amount, a check- mark should be placed against 
both entries. 

When a disbursing officer acknowledges on his account the receipt of money from an- 
other officer, it should be entered as a credit on the account of the latter in Book 4, and 
as a charge on the account of the former. When the transferring officers subsequently 
reports the transfer, a check-mark should be placed against each entry. 

When an officer makes report of a sale, and does not inclose a draft for the proceeds, 
the amount should be charged on his account in Book 4. If he afterward forward the 
proceeds, the charge on his personal account should be offset by an entry on the opposing 
side, and a check-mark placed against the several entries in Books 4 and 8. If he take 
up the proceeds on his next account-current, the check-marks should be made in the 
same n^anner. 
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This check system should be nsed in every recorded transaction affecting or relating 
to the responsibility for public money or property, and the foregoing illustrations will, 
it is thought, sufficiently indicate its utility and mode of operation to officials familiar 
with the subject of money and property accountability. 

Whenever it appears that the public money has been received or expended by any offi- 
cer with whom no account exists, his naftie and the particulars will at once be entered 
in Book 4, the absence of a check-mark being evidence that he has not yet accounted for 
the money, and its presence being an assurance that his account for it has been rendered. 
In like manner the name of an officer not previously accountable for public property 
will be entered in Book 3, with a check-mark under the name of the month in which 
a return should be rendered, and in the column assigned to the particular form of return 
required. Upon receipt of any particular return the check-mark can be crossed. An 
illustration is given of one mouth only, but the books should be ruled for the twelve 
months of the year. When returns are rendered at longer intervals than one mouth, 
places should be ruled for them under the month in which they are due. 
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Exhibit B. 
decisions ob precedents. 

SAMPLES. OF CABD-INDBX. 

tlaim^Information to prove or found a claim refused. 

December 9, 1881, Hon. Mr. F. refeis to the War Department letter from G., attor- 
ney ^t^law, asking information in regard to service of M., who enlisted in Michigan iegi« 
ment. 

December 21, 1881, the Secretary of War (by indorsement to F.) states that while no 
information is furnished to individuals tending to found or prove a claim against the 
United States, such record as may be on file will be cheerfully furnished to any Depart- 
ment before which a case may be pending. The Secretary states that the regulation is 
of long standing, and its constant observance is considered *necessary for the proper pro- 
tection of the public interests. He also refers to the great labor involved in a compliance 
with the request of G. , the number of the regiment not being given, and the names of 
t^e Michigan soldiers not being indexed at the Department, and the timie required to 
comply with the request could not be spared, in view of the pressure upon the clerical 
force engaged in answering inquiries from the Pension Office respecting soldiers whose 
regiments and companies are known. (11765. W. D. 1881.) 

CZcrA; as a toitnesa before district court allowed pay. 

In case of G., clerk, Surgeon-General's Office, who was granted twenty days' leave of 
absence without pay, upon being summoned to appear before the United States district 
court at Yankton, Dak., to testify on behalf of the United States, G. requested upon 
his return that leave with pay be substituted for leave without pay. The matter was 
referred to the First Comptroller for decision, who, on January 17, 1884, returned the 
papers, indorsed ** G. is entitled to his salary for the time he was absent within." 
(6448. A. 1883.) 

Decision not to he re-opened. ' 

The Attorney-General decided that a final decision, upon a knowledge of the facts, by 
an offioer authorized to decide on claims against the Government, is not to be re-opened 
and reviewed by his successors in office, except for the correction of mistakes, such as 
errors in calculation, etc. (See 14 Opin. Atty. Genl., p. 275.) 

« 

Executive Departments — General investigation of. 

In the matter of investigation by committees of the House of Eepresentatives, see the 
letter of President Jackson to Hon. Henry A. Wise, dated January 26, 1837, published 
Qu page 29 of House Report No. 194, Twenty-fourth Congress, second session (vol. 215), 
a document of 91 pages with an appendix of 154 pages. President Jackson refused the 
privil^e to a committee of the House to make a general investigation of the Executive 
Departments without specific charges, on the ground, among others, that the use 
of the books, papers, etc, of the Departments for such purpose would interfere with the 
discharge of the public duties devolving upon the heads of the different Departments. 

Executive functions at Washington and elsewhere. 

In House Ex. Doc. 162, Forty-fourth Congress, first session, is published the message 
of President Grant of May 4, 1876, in response to the resolution of the House, declining 
to give the specific information called for. but giving a memorandum of the absence of 
the President of the United States from the national capital during each of the several 
administrations, and of public and executive acts performed during the time of such 
absence. 

Holidays in District of Columbia. 

The following are holidays in the District of Columbia: New Tear's Day, Washing- 
ington's Birthday, Fourth of July, Christmas Day, Thanksgiving Day, Inauguration 
Day. (See Revised Statutes of District of Columbia, section 993, page 116; see 20 United 
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Stat«8 Statotes, page 3T7; see act of June 18, 1888, amending section 993, Revised Stat- 
utes of District of Columbia. Volume 22, United'States Statutes, pagel, provides that 
whenever any day set apart as a legal holiday in the District of Columbia shall £a11 on 
the first day of the week, commonly called Sunday, then in such event the next succeed- 
ing day shaU he a holiday within the District of Columbia. 

Minor — When enlisttnent h void ab initio, 

(5246. W. D. 1874.) July 11, 1874, upon the application for the discharge of M., a 
minor, the Secretary of War inferred to previous decisions of the Department, in which 
it was held that the enlistment of a minor was void a& initio whea sufficient evidence is 
furnished that the enlistment was without the consent of the parent or guardian. 

" When sufficient evidence of the &cts above referred to is furnished there can no 
longer be any justifiable grounds for retaining him in service or for punishing him ibr 
offenses against military law and discipline committed while so held. Not being legally 
an enlisted man he can not be guilty of desertion, and he should be discharged uncon- 
ditionally; but this does not relieve him from the liability to answer for civil offenses 
before the proper courts and upon civil process." 

Officer as a witness before district court. 

June 23, 1884, upon the inquiry of Mi^or M. in regard to his pay while attending as 
a witness before the district court of £1 Paso, Tex., before which he had been subpoenaed, 
the following indorsement was placed : 

BespeotfuUy returned to the commanding-general. Department of Texas, giving au- 
thority to Mi^or M. to obey the subpoenas within mentioned fbr a reasonable time, pro- 
viding his military services can be spared, and this without reduction from his current 
pay. In reference to the inquiry of Major M. , in the last paragraph of the fourth in- 
dorsement, the Secretary of War is of opinion that there is no reason for giving duty-pay 
to an officer subpoenaed as a witness in a civil suit in which the Government is not con- 
cerned while the officer is on leave of absence. (2815 C' 1884.) 

« 

Papers for Court of Claims — Rule. 

July 23, 1875, the Attomey-Greneral, in a letter to the Secretary of War, atates that 
''immediately on receipt of petitions in cases in the Court of Claims a copy is sent to 
the proper Department with a report. It often happens that subsequently an order of 
the court is issued for copies of all, or some of the same papers already furnished this 
Department by you« In such cases, in order to save labor to your Department, instead 
of sending to this Department duplicates of the report to the court, it will be sufficient 
that you inform me of the papers sent to the court by you of which copies have already 
been furnished to this Department." 

Papers — General Court Martial Record, 

December 7, 1883, the Judge 4dvocate-General stated that he had been directed by the 
Adjutant-General to send a clerk of his bureau to Yankton, Dak., with a record of gen- 
eral court martial in the case of William S. Kelley, for the purpose of identifying the 
same before the United States district court at that place, and requested information as 
to the transportation and other expenses of said clerk. 

This was returned to the Judge Advocate-General with the following indorsement: 
*' Upon conference with the proper official at the Department of Justice it is learned 
that the proper method to pursue in the matter within presented is as follows: The Judge 
Advocate^General should furnish the clerk who may be selected for the purpose with an 
official letter instructing him to proceed to Yankton and specifying for what purpose. 
The clerk should keep a careful itemized account of his necessary expenditures and upon 
his letitm should present the same properly certified to the Department of Justice, fVom 
which he wiU obtain reimbursement as provided by section 850 of the Revised Stat- 
utes." 

Papers — original — not to he sent from Department, 

Upon the request of the clerk of the House Committee on War Claims of April 17, 1876, 
addressed to the Commissary-Gteneral, requesting all papers in the claim of E., the Secre- 
tary of War declined ''to permit these original papers to go from the Departm^it, but 
copies may be ftirnished if call is regularly made on the head of the Department." 

On December 14, 1881, a request was received from the clerk of the Senate Committee 
on Claims addressed to General M., for the papers in the case of the legal representatives 
of B, and a similar decision was made by the Secretary of War. (4003 W, D. 1876 i^nd 
12068 W. D, 1881.) 
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Papers — OriginaU or copies not to he furnished from files of House of BepresentaUves unUs» 

consent of the House is first obtained. 

See House Report No. 1, Forty-sixth Congress, first session, where a sabpoena issued 
by a jadge-advocate of a general coort martial to the file clerk of the House Oi* Repre- 
sentatives directing him to produce certain original papers, the House of Representatives 
resolved that before either original or copies of papers could be furnished the consent of 
the House must first be obtained. 

Papers — Original — Sent to committees of Congress. 

March 18, 1886, ordered that in sending original papers to the committees of Congress 
the attention of the committee will be invited to the fact that the accompanying papers 
are originals and pertain to the files of the War Department, and to request that while 
they remain in its custody they be kept inacceesible to persons other than members of 
the committee having the bill in charge, and that when they shall have served the pur- 
pose for which they are desired they be promptly returned to the Department. 

Papers — Original — Bule as to furnishing. 



n 



December 1, 1876, the Secretary of War informed the Attorney-General by letter that 
The rule of the Department is not to furnish original papers from its files, except in 
cases where they are to be used as evidence for the United SStates, and then only by the 
hands of a clerk of the Government, to be by him returned lo the files when they are no 
longer required, and not to pass out of his possession. ' ' (11 016 W. D. 1876. ) 

Papers — Privileged communications. 

In case of civil suit for libel,. McGhan vs. Clephane, the following questions were sub- 
mitted to the Attorney-General for decision: 

(1) Whether the head of a Department is bound in law to produce in court as evidence 
In private controversies the archives, records, or papers on file in such Department and re- 
lating to its administration. 

(2 j Whether the paper referred to within, if it be a letter addressed to the Assistant 
Secretary of War on a matter relating to the administration of said Department and to 
the public interest and not published by the writer to any other person, is or is not in 
the nature of a privileged communication which the head of the Department is or is not 
bound to produce under this process. 

To which inquiries the AttK>rney-General replied as follows: 

** Letters on file with the heads of Departments are privileged communications; un- 
Irss their publication has been authorized no copies should be taken at private request 
and the production of the originals can not be compelled in a suit between individuals. 
It has been ruled that such communications can not be made the foundation of an action 
for libel. Then I think the head of a Department is bound not to produce a letter on 
file in his office. 

**Such a letter as you describe is a privileged communication.'' (4595 W. D. 1876.) 

The above decision was affirmed by Hon. A. B. Olin, justice supreme court, District 
of Columbia, in the following language: 

* * * ** I have come to the conclusion to deny this application to compel the pro- 
duction of this paper.'' 

Pay of officers during the Revolutionary war. 

For schedule of pay and emoluments of officers of the Revolutionary war prepared by 
chief clerk, Paymaster-Generars Office, October 24, 1818. See vol. 1, American State 
Papers, Military Affairs, pages 79^-796, inclusive. This table is much more complete 
than theqne published in vol. 3 (fifth series), American Archives, page 1505. (Indorse- 
ment of P. M. G. of February 18, 1873, on 1276, W. D., 1873.) 

Promotion of clerks — Grounds for recommendation to be stated. 

In the matter of the recommendations of the Surgeon-General for promotion of C. 
and M. the papers were on June 1, 1882, returned by indorsement to the Surgeon- 
General: *' The Secretary of War directs that in all recommendations for promotion the 
grounds of such recpmmendations should be briefly stated, '' 
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Btpwis, 

(1) The Pz«sident oommnnicates information on the state of the Union to Congress 
under section 3, Article II of the CJonstitntion. 

(2) The heads of Departments are required to make annnal reports of the expendi- 
tures of contingent Innds under section 193, Revised Statutes. 

(3) Section 194 requires an annual report of the names of clerks and other employ^ 
employed. 

(4) The time of making annual reports is fixed hy section 195, Revised Statutes. 

(5) Section 196, Revised Statutes, prescribes the time when reports of the Depart- 
ment and reports of the chiefs of bureaus shall be furnished to the Public Printer. 

(6) Sections 228, 229, 230, 231, and 232, Revised Statutes, prescribe certain reports 
which shall be made by the Secretary of War. 

(7) Section 3788, Revised Statutes, provides in what manner the reports shall be 
printed. 

Supplies for War Department and bureaus* 

Extract from War Department indorsement to Quartermaster-General. 

* * * '*Such repairs.of buildings as do not require immediate attention should be 
estimated for. 

** Inasmuch as the appropriation for contingent expenses of the office of the Secretary 
of War, and the bureaus, buildinss, and offices of the War Department must be dis- 
bursed under the direct supervision of the Secretary of War, the circular of June 28, 
1883, will be adhered to, as it was the intention of Congress in making the appropriation 
for the contingent expenses of the War Department under one head, to centralize the 
purchase of supplies vnth a view of securing the lowest prices. In exceptional cases 
the chiefs of bureaus will be authorized to procure such special supplies as they may 
desire on report being made showing the reasons thereior.'' (3734. A. 1883.) 

• 

Tides to land — Secretary of War may employ and pay conveyancers to examine, 

June 13, 1871, the question of the power of the Secretary of War in this connection 
being submitted to the Attorney-General for decision, Assistant Attorney- General Hill, 
on June 17, rendered the opinion which was approved by the Acting Attorney-General 
Bristow. Mr. Hill quotes previous opinions of the Attoroey-Generafi (11 Ops., 433, and 
12 0^., 416), holding that the Secretary of War had authority to employ and pay counsel 
for such services; and regarding the claim in question, that of B. for drawing and pro- 
caring the passage of an act through the Le)2;i8lature of Connecticut ceding jurisdiction to 
the United States of the land bought, and examining the title to such land, which serv- 
ices the district attorney was not obliged to perform, and the Secretary of War was au- 
thorized to remunerate him for performing such services or else to employ other counsel, 
and the fee to be paid is a matter under the exclusive control of the Department which 
employed hinf. (12 Ops., 401.) Mr. Hill further holds that the act of June 22, 1870, 
relative to the employment of counsel, does not apply to such peculiar services as the 
examination of a title to land, such services generally requiring special and peculiar 
knowledge, etc. 

After further reference to the law Mr. Hill says, *' construing this provision of the sec- 
tion with the previous one, strengthens my conclusion that the services of a conveyancer 
are not included within its terms, and that therefore the Secretary of War may, in his 
dis<9retion, employ conveyancers to examine titles notwithstanding the provisions of this 
act" 

Transportation of public property by ** private parties,^ ^ 

The post-quartermaster at Fort Monroe reports that the commanding officer of the 
arsenal there has turned over to him, for shipment to New York, 49,000 pounds of iron 
skids, which will have to be transported to destination by private parties, and requests 
an interpretation of the law in this case, and whether General Orders 65, A. G. O., 1884, 
fourth page, applies to shipments of this 'character. 

The Quartermaster-General is of the opinion that the inviting of bids by posters and 
circular letters would be sufficient advertisement in the meaning of the law for small 
quantities of freight. In this case the amount is less than 25 tons of freight, and where 
very considerable quantities are to be transported advertisements in newspapers should 
be resorted to. 

This was indorsed as follows: 

'*The Secretary of War concurs in the views of the Quartermaster-GeneraL 
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'*For the parpose of this act a corporation or person conducting the business of trans- 
portation in such manner as to be regarded in law as a 'common carrier' is not a private 
party. A coinmon carrier may in general be defined as one who undertakes for hire to 
carry persons or goods for all- who choose to employ him, not one who only does it occa- 
alormny. The Secretary of War thinks, however, that a private schooner not having an 
established route or stated points of departure and arrival should be regarded as a 'pri- 
vate party ' within the meaning of the act. " (4625 A 1884.) 

War Department — Building burned. 

On Saturdi^ evening, November 8, 1800, the War Departraefit building, with the 
records and files, was consumed by fire. (See Order Book, voL 1, p. 1, and MiseellaneoiiB 
Letters, vol. 1, p. 63, and American State Papers, Misc., vol. 1, p. 232.) 

On Thursday, Aagust 22, 1814. the War and State Department records and files were 
removed, and it is presumed that the buildings were burned by the British forces on 
August 24, 1814. (Reports of Congress, vol. 1, p. 417.) 

November 9, 1814, the Secretary of War reported to the Speaker of the House that 
all the books of record had been saved, and that no pap€fni of any kind vfere lost exempt 
recdihmendations for appointment in the Army, and letters received miore than seven 
years previous. (Reports to Congress, vol. 1, p. 310, and American State PapeiB, Misc., 
VOL 2, p. 250.) 

February 14, 1815, the Senate passed a bill making ah appropriation df $600,000 for 
repairing or rebuilding the public buildings in the cit^ of Wa^lngton, which vttfd i^gned 
by the Speaker of the House on February 15, 1815, and approved by the President on 
th6 same day. (See Senate and House Jontimis, third session. Thirteenth Congress, p. 
352 and pp. 652 and 676:) 

War ofreibettion — Date of opening and dosing. 

The following is an extract from letter of the Adjutant-General, dated February 24, 
1883, to General C: 

***** ThA 15th of April, 1861, is usually held to be Urn date on which tiie war 
opened. The Supreme Court of the United States has decided that the war of the re- 
bellion closed on August 20, 1866, the date on which the President issued his proclama- 
tion declaring the insurrection at an end.'' (517, A. G. O., 1883. Siee sec. 2, act of 
June 23, 1870, 16 Stats., p. 167.) In all States except Texas on April 2, 1866 Wal- 
lace, 56), and in Texas, August 20, 1866 (12 Wallace, 700). 

Wat of rebellion — Number ofprisonerSj Union and Confederate^ tftwf deaths of 

July 19, 1866, the Secretary of War, in a letter to the Speaker of the House of Repre- 
seniktives, stated that it appears from the report of the Commissary-G^eral of Pris- 
oners that 26,436 deaths of rebel prisoniers of war are reported, and 22,^76 Union sol- 
diens are reported as having died in Southern prisons. The repoii» also show that 
220,000 rebel prisoners were held in the North, and 126,940 Union prisoners were held 
in the South. (See House Ex.' Doc. 152, first session, Thirty-ninth Congress.) 

War of rebellion — ^rengtk of Army, 

» . 

A statement of the strength of the Army ajb various dates is published on page 102, 
message and documents (Thirty-ninth Congress, first session) War Department, part 3, 
1865-'66, being report of the provost-marshal-general. This report shows that the 
highest number of men borne on the rolls of the Army was 1,000,516, May 1, 1865. (See 
leport of the Adjutant-General on 9876— W. D. , 1878. ) 

The total number of men fhniished for the Union Army dnnng the war, reduced to 
a three years' standard, was 2,135,605. Number in rebel service can not be stated with 
accuracy. (See 10272, W. D., 187a) 
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INDEX TO DECISIONS OR PRECEDENTS. 

Advertisements by circulars or posters. {See TiaDSportation.) 

Annual reports. (See Reports. ) 

Appropriation for rebnilding War Department {See War.) 

Army officer as witness before district oonrt. (See Officer.) 

Army, strength of during late war. (See War.) 

fiuildingf War Department, burned. {See War.) 

Bureaus, dill addi^dffled to, for original papers. (See Papers. ) 

Burefltts of War Department. (See Supplies. ) 

Clerks, recommendation for promotion must state grounds. (See Promotion.) 

Common carriers defined. (See Transportation. ) 

Congress, original papers to committees of. (See Papers. ) 

C(^Hiig^nt fiind, War Department, to be expended under direct supervision of the See- 

rietary of War. (See Supplies. ) 
Ccmtroversies, production of papers. (See Papers. ) 
Conveyancers maf be employed by the Secretary of War to examine titles to land. 

(Sels Titles.) 
Court of Claims, papers fbr. {See Papers.) 
Coutt-martial record. (Seep&petB,) 
Dealto of prisoners. (jSe^War.) 
Depi&rtments, investigation of. (Sletf Executive.) 
Disetittrge of minor. (jSfee Minor. ) 
District of Columbia. (See Holidays. ) 
Enlistmeitt of minor. (See Minor. ) 

Expenses of derk in charge of papers before court. (See Pi^rs;) 
Fire, War Department building burned. (See War.) 
House of Representatives, original papers from files. (See Papers.) 
Information to found or prove a claim refhsed. (See Claim.) 
Investigaitioii of Executive Departments. {See Executive. ) 
Land, conveyancers may be employed by Secretary of War to examine title to. (Seu 

Titles.) 
Letter transmitting original papers to Congress. (See Papers.) 
Letters, what are privileged communications. (See Papers.) 
Offidal letters, what are privileged communications. (See Papers.) 
Original papers from iiles of House of Representatives. (See Papers.) 
Original papers not to be sent from Department. (See Papers. ) 
Original papers to committees of Congress. {See Papers.) 
Original papers, when furnished. (See Papers. ) 
Pay to clerk, a witness before district court. (See Clerk.) ' 
Pay status of officer, a witness before district court. (See Officer.) 
Posters, advertisement by. (See Transportation. ) 
Presidents, absence of, ^m Washington. (See Executive.) 
President declines to permit investigation of Executive Departments without specific 

chai^^. (See Executive. ) 
Prisoners during late war. (See War.) 
Private controversres, production of papers. (See Papers.) 
Private parties, construction of works. (See Transportation.) 
Privileged communicntions. (See Papers. ) 

Public property, transportation of, by *' private parties." (Se^ Transportatiom) 
Rebellion, strength of the Army. (tSee War. ) 
Rebellion, war of, date of opening and closing. (^S'ee War.) 
Records and files burned. (See War. ) 

Records saved except those for seven years prior to 1814. (See War.) 
Review of decision. (iS^e Decision.) 
Revolution, pay of officers during. (See Pay.) 
Rule as to ori^nal papers to be used as evidence. (See Papers.) 
Rule as to papers for Court of Claims. (See Papers. ) 
^aory of a clerk as witness before district court. (See Clerk.) 
Salary ot officer, witness before district court. (See Officer.) 
Witness before district court. (See Clerk.) 
Witness before district court (See Officer. ) 
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Exhibit 0. 

list of subjects. 

m 

The following list of Bubjects has been taken from the index book of letters reoeiTed 
in the office of the Secretary of War for the year 1888. 

The sabjects are here arranged by principal subjects and subdivisions thereof. The 
words in bold-face type in the column of *' subjects " are the principal subjects under 
which record cards should be filed. The words in italics, in same column, are the sub- 
divisions, and these words will follow the principal subject at the head of the record 
cards. 

It will be seen that this is not a complete list, but it suggests a comparatively easy 
way to insert other subjects or subdiviBions at their proper places. 

& practice the brief on t^e paper will be copied on the record card, and the pi^r 
charged and sent at once to the proper person. Then the caption of the card, viz: "[Hie 
principal subjects and subdivisions followed by proper name will be determined, and in- 
serted at the top of the card with the aid of a list like this; then the proper cross refer- 
ence cards will be prepared. Of course, as explained in the body of the report, the num- 
ber of cross reference cards will be largely reduced by a careful arrangement of subjects. 
When there are several subdivisions of a principal subject, and one of them represents a 
class about which there is a large correspondence, it may become necessary to insert it 
in the list of principal subjects and except it from the subdivisions. Thus, ** Bridge" 
falls under the principal subject *' Engineering;" the amount of business falling under 
the title '* Bridge '' may make it desirable to have a subject devoted to that tiUe. So 
with ** Railroads, '^ they fgll under the subject *' Transportation," but it may in prac- 
tice be necessary to have a subject *^ Railroad " instead of that word being a subdivision 
of the subject * ' Transportation. ' ' 



Subjeot. 


Subdivision. 


Subjeot. 


Subdivision. 


Attornev 


Agents, powers of. 

I^eaves. 

Balance8, checks, depositor- 
ies, interest, national 
banks, Treasury drafts. 

See Advertisements. 

Advertising and accounts. 
Air ships, balloons, flying 

machines. . 
See Attorneys. 
See Army. 
See Aerial vessels. 
See Appropriations. 
Cartridges, percussion Aise, 

powder, primers, projeo- 

tiles, shells, shot. 
See Transportation. 

Allotments, deficiencies, es- 
timates, incidental ex- 
penses. 

See Medicines. 

See Engineering. 

See Records. 

See Lands. 

Cannon, carbines, guns. Oat- 
ling guns, gun-carriages, 
gun-sights, Hotchkissgun, 
howitzers, mitrailleuse, 
muskets, revolvers, rifles, 
Ruben repeating rifle, shot- 
guns, swords. 
Aide-de-camp, artillery, cav- 
alry, chaplains, enlisted 
men, infantry, lieutenan- 
cies, non-oommisflioned of- 
ficers, officers, officers de- 
ceased, officers retired, 
rank, retired-list, soldiers. 

See Buildings. 

See Regulations. 


ArtUlery 


See Army. 


Absenee 


Anctlons 


Auctioneers. 


Aeeonnts 


Auctioneers 


See Auctions. 




Army Dispensaries, 
Bcdanoes 


See Medical. 
See Accounts. 


AdvertiHng and 
Accotints, 


Balloons 


Slee Aerial vessels. 


Bands ,. 


SeeMuBio. 


AdfertlMDieiits 


Beef 


See Subsistence. 


Aerial Tessels 

A.aentM ...^.. ...... 


Biographical An- 
nals. 
Blanks 


See Books. 


Aide9-de-Ckimp 

Air Ships 


BoaniB 


Boards of survey. 
See Boards. 


Boards of Survey. ... 
BocUs 




/Sto Vessels. 


Anmanitioii 


Bonds of Indent 

nitv. 
Bonds..... 


See Bonds. 


• 


Bondsmen, bonds of indem- 
nity, surety company. 
See Bonds. 


Animals 


Bondsmen 


Annual Reported... 
Anonvnions 


Books* 


Biographical Annals, Cen- 
tury Magazine, Congres- 
sional Directory, Congres- 
sional Globe, Directories, 


Appropriations...... 

Aqueterra 


r 

Bran 


Agueduct 


egy. Rebellion Records. 
iSeeForage. 
See Metals. 


Archives 


Arlington (ReB*n)... 
Arms 


Brass 


BreaJiwaters 


See Engineering. 
See Subsistence. 




Bread 




Bridges 


See Engineering. 
See Foreign. 
See Music. 




BHtuh subjects 

Bugles 




Buildings 


Army building, foundries, 
hotels, kilns, mantels, ob- 
servatories, plumbing, 
rooms, saloons, sheds^ un- 
nals. 

See Metals. 


Army 


Cotmer 




\yvyyvt 

Canals..., 


See Engineering. 
See Arms. 




Cannon. 




Carbines. 


See Arms. 


Amw BuHdina 


Cartridaes 


See Ammunition. 


Army Begulations. 


CaUle 


See Subsistence. 



*It may be preferable to embrace books in a subdivision of '* Publications," and thus include 
"Newspapers" and "Pamphlets" in the same subdivision. 
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Subject. 


Subdivision. 


Subject. 


Sobdlvisioii. 


Cavalry 


See Army. 

Headstones. 

See Books. 

See Army. 

See Aocounts. 

See Medical. 

See Holidays. 

See Orders. 

Claim division. 

See Claims. 

See Employes. 

Collars, epaulets, gauntlets, 
gloves, helmets, kersey, 
leggings, mittens, shoes, 
uniform. 

See Fuel. 

See Clothing. 

See Flags. 
See Becords. 

See Books. 

See Books. 

Senate, House of Represent- 
atives. 

See Employes. 

See Courts. 

Courts-martial. 

See Subsistence. 

See Stationery. 

See Engineering. 

Memorial day. 

See Appropriations 

See Aocounts. 

Deserters. 

See Desertion. 

See Furniture. 

See Engineering. 

See Books. 

See Medical. 

See Engineering, 

See Engineering. 

See Employes. 

See Engineering. 

See Transportation. 

See Engineering. 

See Engineering. 

See Music. 

Se^ Foreign. 

See Explosives. 

See Law. 

Electric lights. 

See Electricity. 

See Medical. 

Clerks, copyists, draughts- 
men, foremen, interpret- 
ers, labor, laborers, mes- 
sengers, overseers, Q. M, 
agents, watchmen. 

See Engineering. 

See Armv. 

iSee Stationery. 

See Clothing. 

Haversack, knives, saddles, 
waist-belt. 

See Appropriations. 

See Pay. 

I^namite sky-rocket. 

See Freight. 

Aqueduct, breakwaters, 
bridges, canals, dams, 
dikes,ditches,dockB,d raw- 
bridge, dredging, dredges, 
engineers, flumes, har- 
bors, hyaraulic mining, 
jetties, levees, locks, piers, 
piles, rivers and harbors, 
riprap stone, rivers, roads. 

See Stationery. 

S^Fire. 

S^Fire. | 


Fire 


Fire- extinguishers, fire- 
plugs, perfect hand fire- 
extinguishers. 

Salmon fishing, salmon can- 
nery, salmon-paoking sta- 
tion, fishways. 

See Fish. 


€€iBeteriC8 


Fish 


Century Mageunne., 
ChcMolaine m 


Checks 


Fishways 


Cholera 

Chrietmcu 


Circulara 


Flags 


Flag-staff, colors. 

See Flags. 

See Subsistence. 




Plag'Staffs 


Claim divieion. 


FUnir 


Clerke 


Flumes 


See Engineering. 
See Aerial vessels. 




Flying-machines, ... 
Forage 




Bran, hay, straw. 
British subjects. Dutch 
army, foreign countries, 

army, Peruvian troopo. 
See Foreign. 
See Empl6y6s. 
See Forts. 




Foreign 


CocU 


Foreign couiUries ... 
.Fbremen 


CoUare. 


CoUeiTM 


Colore 


Con/ec(erci<6 arch- 
<«ee. 


Fortificalions 


! Forts 


Fortifications. 


Congreasional Di- 


Fouf^riea 


See Buildings. 
Stealing. 


rectory. 


Frauds 


Congrenional Qlobe 


F^rench army.., 


See Foreign. 


Congress 

Copyieta 


Freight ., 


Express. 


Fne™..:...::.:::.:::.. 

Funeral expenses.. 
Furniture 


Coal. 


CourU^tnartiaL. 


Desks, book-shelves. 


Conrts... 


Quns 


See Arras. 


Cotoa 


Gas 


Qas-fixture& 


Cyeloeiyle 


Gas-fixtures 


SeeQsLa. 


Uatne 


OoMna awns 


See Arms. 


Deeomtlon Day 


Oaurulets 


See Clothing. 


Dtfieieneies 


Qeniian {Med.) 

Oerman army 

Oloves 

Gauges 


See Medical. 


Depoeitoriee .......... 


See Foreign. 
See Clothing. 


J^0M0Fu^irM •.■•«.«•.■•.«. 


See Instruments. 


Dedea 


Chin-earriages 

Gun-sights 


See Arms. 


Dikee 


See Arms. 


IHrectoriee - 


Hams 


See Subsistence. 


Di9pengarie»t Army 


Harbors 


See Ensrineers. 


Ditches 


Haversades 


See Equipments. 
See Forage. 
See Cemeteries. 


Docks 


Hay 


Draughtsmen 


Headstones. 


Draw (iron bridge).. 
Drayage - 


Hektographs 


See Stationery. 
See Clothing. 


Helmets 


Dredging 


Horses 


See Transportailoii. 


Dredges 


HospUals 


See Medical. 


Drums 


Hospital stewards... 

Hospital eorpe 

Hotels 


See Medical. 


Duich army 

Dynamite ^ey-roeket 


See Medical. 
See Buildings. 


Eiaht-funw law.. 


Hotchkiss aun 


See Arms. 


Electricity 


House of Represent- 
atives. 
Howitzer 


See Congress. 


Eleetrie lights 




EmbeUming 


See Arms. 




Hydraulic mining.. 
Hydraulio excava- 
tion. 

Homes..: 


See Engineering. 




See Engineering. 
Soldiers* homes, veteiana* 


rJtk ^MmwkM^S^M ..... *•■•■■>■ 


Holidays 


homes. 
Christmas. 


^Mittedmen. 


Iron 


See Metals. 


Envdopes 


Ice 




Bpavleta 


Ice machines 


See Machines. 


£oolDBientiB 


Incidental expenses. 
Indians 


See Appropriations. 
Indian agencies. Indian 




EMmaies 


Indian agencies 

Indian reservations 
Indian reservcUion 
boundaries. 

Indian Territory 

Infantry. 


reservations, Indian Ter- 


Extra-duty pay 

ExploslYes 


ritory. 
See Indians. 


Express. 


See Indians. 


JBnglneerlng 


See Indians. 




See Indians. 
See Army. 




Ink 


See Stationery. 




Inspections.. 


Inspectors. 




Instrunents 

Interest 


Microscopes, gauges. 
See Accounts. 




Interpreters 


See Employes. 


Ftte-boxes 


InYentlons 




FSre-eoetinauishers,.. 




See Engineering. 


Fire-plugs.. 


Journeys 


See Transportation. 



*Tbi8 subject and subdivision might be included in the subject "Army.** 
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Subject 



Subdivision. 



Jurors^.. 
Kersey..,. 

KUns 

Knwea.... 
KnighU.. 
Laborera. 

Lands 

Uw 



Lawb»ok» 

XeotMC 

Legifings. 

Leveet 

JAeutencmcies , 

Iiiquor 

UUera 

Ijodea and dams.. 
MeawritU Day.... 
Machines 



Macaroni 

Mails 

Mantels 

Mamud 

Manual of SlraUpy. 
Mares 

Medals 

Meats 

Measles 

Medical 



Medical attendants. 

Medical books 

Medical eertiflcaies. 
Medical suppHea.... 

Medicines. 

Memoranda 

Messengers 

Metals t. 

Microscopes 

Mileage 

MlUtla. 

Mineral oU ^ 

Mittens 

MitraiUeuse. 

Mtdes 

Mnslc 



Muekets 

Mnseans 

National Ba/nks 
HtLJtA 



Nawjflvesaels 

Navnl veterane 

Naval War College.., 

Newspapers 

Notaries public 

Nurses 

Oaken book-skelves .. 

Observatories 

Officers of the Army. 

Officers deceased 

Officers non-com' d., 

Officers retired 

Oil 

OmnUmses 

Orders 

Ordnance stores 

Ordnance 

Overseers 

Pay and allowances. 

P*y 



See Law. 

See Clothing:. 

See Building. 

See Equipments. 

See Societies. 

See Employes. 

Arlington. 

See Tools. 

Statutes, Revised Statutes, 
law books, eight-hour 
law, jurors, notaries pub- 
lic. 

See Law. 

See Absence. 

See Clothing. 

See Engineering. 

See Army* 

See Medical. 
See Bngineering. 
See Decoration Day. 
Copying-presses, i c e-m a- 

chines. 
See Subsistonce. 

See Buildingi3. 

See Books. 

See Books. 

See Transportation. 

See Subsistence. 

See Medical. 

Attendants, aqueterra, 
medical books, medical 
certificates, dispensaries, 
embalming, gentian, hos- 
pital, hospital corps, hos- 
pital steward, litters,med- 
icines, measles, nurses, 
salve or ointment, vao- 
cine virus, cholera, yel- 
low fever. 

See Medical. 

See Medical.- 

See Medical. 

See Medical. 

See Medical. 

See Employes. 
Brass, copper, iron, 
^ee Instruments. 
See Transportation. 

See Oil. 

See Clothing. 

See Arms. 

See Transportation. 

Bands, bugles, drums, 

trumpets. 
See Arms. 

See Accounts. 

Naval vessels, naval veter- 
ans. Naval War College. 
See Naval. 
See Naval 
See Naval. 

SeeJjKW. 

See Medical. 

See Furniture. 

See Buildings. 

See Army. 

See Army^ 

See Army. 

See Army. 

Mineral oil, petroleum. 

See Transportation. 

Circulars. 

See Ordnance. 

Stores. 

See Employes. 

See Pay. 

Extra duty, allowances. 




Perfect hand fire- 
extinguisher. 

Pencils ....\ 

Percussion fuse 

Peruvian troops 

Petroleum 

Photograph* 

Pictures 

Piers 

Piles 

Plumbing : 

Ponies 

Portraits. 

Postafire 

Postage-stamps , 

Postairnotes , 

Post 



Subdivision. 



Post-offices 

Postmasters 

Post traders 

Post schools 

Potatoes 

Powers of attorney.. 

Presses., copy ing 

Primers 

Printing 

Printers 

Prisoners 

Prisoners of war 

Projectiles 

Publications 

Public animals 

Powder 

Quarter nha sterns 
agents. 

Quarters. 

RaUroads 

Rank 

RaJtions 

Rebellion Records ... 

Rebel Archives 

Records 



Revoluiionary war. . 

Retired4ist 

Reunions 

Revolvers 

Rifles 

Rivers and fiarbors. . 

Riprap stones 

Rivers 

Roads 

Rooms 

Rogue River war. ... 
Ruben repeating 

rifles. 
Rules and regutO" 

tions. 

Beguiatlons 



Saloons 

Saddles 

Scdve or ointment .. 
Salmon packing 
staiions. 

Salmon fishing 

Salmon cannery..... 

Schools 

School teachers , 

Senate , 

Sheds 

Shells 

Shoes 

Sfiot-giAns 

Shot.., 

Signal 



Signal corps .... 
Signal stations. 
Signal Service.., 
Signal stores..,. 



See Fire. 

See Stationery. 

See Ammunition. 

See Foreign. 

See Oil. 

See Pictures. 

Photoglyphs, portraitli. 

See Engineering. 

See Engineering. 

See Building. 

See Transportation. 

See Pictures. 

Postage-stamps,postal notes. 

See Postage. 

See Postage. 

Post funds, post-offices, post- 
masters, post traders, poot 
schools. 

See Post. 

See Post. 

See Post. 

See Post. 

See Subsistence. 

See Attorney. 

^ee Machines. 

See Ammunition. 

Printers. 

See Printing. 

Prisoners of war. 

See Prisoners. 

See Ammunition. 

See Transportation* 
See Ammunition. 
See Employes. 

See Transportation. 
See Army. 
See Subsistence. 
See Books. 
See Records. 

Archives, Confedetate Arch- 
ives, Rebel Archives. 
See War. 
See Army. 
j See Societies. 
See Arms. 
Sfee Arms. 
See Engineering. 
See Engineering. 
See Engineering. 
See Engineering. 
See Buildings. 
iSeeWar. 
See Arms. 

See Regulations. 

Army regnlations, Rniesand 

regulations. 
See Buildings. 
See Equipments. 
See Medical. 
See fish. 

SeeVish. 

See Fish. 

School teachers. • 

See Schools. 

See Congress. 

See Buildingps. 

See Amqiunition. 

See Clothing. 

See Arms. 

See Ammunition. 

Si^al Corps, Sigrnal Serv- 
ice, signal stations, signal 
stores. 

See Signal. 

See Signal. 

See Signal. 

See Signal. 
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Subject. 


Sabdivision. 




Subject 


Subdivision. 


SigndU 


See Sigrnal. 

See Transportation. 

Knights, Reunions. 

See Army. 

See Home. 

Cyclostyle, envelopes, file- 
boxes, hektoflrap^t ink, 
pencils. 

SeelAw. 
Seeli&vr. 

See Frauds. 

See Vessels. 

See Forage. 

See Transportation. 

Beef, bread, cattle, cows, 
flour, hams, meats, pota- 
toes, rations, macaroni, 
stores. Subsistence De- 
partment, tobacco, vege- 
tables, yeast powder. 

i9ee Subsistence. 

See Subsistence. 

See Arms. 

See Telegraph. 

Telegraph operators, tele- 
fe^rams, telegraphical sig- 
nal code. 

1 


Telegraph Operor 

tort, 
Telegraphical Sig.- 

Code. 

Tobacco Supply 

Tools ,.. 


See Telegraph. 
See Telegraph. 


modcUions, 

Soeleties 


Soldiera 

Soldier^ Home 


See Subsistence. 
Lathes. 


8UU8tIC8. 

SttUuies^ Revised ..... 

SiattUes 

States and Terri- 
tories. 


Transfortatlon 

• 

Treatury draJU 

TrunuaeU 


Animals, drayage, horses, 
journeys, mares, mileage, 
muJes, omnibuses, ponies, 
public animals, railroads, 
sleeping-cars, street-oars, 
wagons. 

See Accounts. 

See Music. 


Stealing 


Tug-boats 


See Vessels. 


Steamers 


Uniforms 


See Clothinir. 


BifXtw 


Unnals 


See Buildings. 
See Medical. 


Stfeet ccLTS • ...M... ..... 


^acHne virus 


Subsistence 


Vegetables 


See Subsistence. 




Vessels 


Boats, steamers, tug-boats, 

wrecks. 
See Home. 
See Equipments. 
See Transport-ation. 
Revolutionary, Bogue Hiver 

War. 




Veterans^ Home 

Waist belt 




Wagons,. 


SMbaietence elores. ... 


Wars 


Mt0ittence depart- 
tnent. 


• 
Water 


Sworde 


Watchman 


See Employes. 
See Vessels. 


TAFsets 


Wrecks.. 


Taxes 


Yellow fever 


See Medical. 


TeleDhones 


Yeast nowder 


See Subsistence. 


Telegrams 






telegraph 
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Exhibit D. 

SFECIHENS OF GBOSS-BEFEBENCE CABDS. SIZE, 3} INCHES WIDE BY 8 INCHES LONG. 



(1) 



(2) 




TITCOMB, a. W. 

Record card No. 6, 1889. 

Date. Dec. 29, 1888. 

Subject : Papers— copy. 

Page [of book after record cards are 

bound.] 



Fis 



1889. 



FISK, ARCHIE C 

Record card No. 6, 1889. 

Date, Dec. 29, 1888. 

Subject: Papers— copy. 

Pa^e [of book after record cards are 

bound.] 



Note.— As the name of the writer is en- 
tered .on the head (or index) line of the 
record card, which is filed under the sub- 
ject concerning which he writes, experi- 
ence may demonstrate that cross-refer- 
ences for the name of the writer will 
seldom be necessarv 



Cross-reference cara. 

Letters- Office of Secretary of War. 



Cross-reference card. 

Letters— Office of Secretary of War. 



191 

C3) 




SPEED, CAPT. FREDK. 

Reoord card No. 6, 1880. 

Dftte, Deo. 19, 1883. 

Subject: Papers— copy. 

Pafl^ [of book after record cards are bound.] 



Cross-reference card. 

Letters— Office Secretary of War. 
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fiPBOIMEN OF BBCOBD CABD. SIZE, 8 INCHES WIDE BT 10 INCHES LONG 

f4) 

Papers. Copy. Titcomb, G. W. 

I 



Office Secretary of War. 



No. 6. 



1889. 



Return to Record Division, room 235, as soon as read. If a copy is desired it must be made at 

once, so this card can be returned to the files. 
Date : Denver, C!olo., Dec. 29, 1888. 
From G. W. Titcomb. 
Subject : On behalf of Archie C. Fisk, requests copy of cartel for exchange of prisoners, Feb. 

1865, Yioksburg; and findings of court-martial, case of Capt. Fredk. Speed. 



Nupiber of indosures. 

Received Jan. 3, 1889. . Sent to A. G. Jan. 3, 1889. 

Acknowledged , 1889. Received back (with one indo.) Jan. 22. 1889. 

Bureau office mark, 6140, A. G. O., 1888. 
Action : Jan. 23, letter to Mr. T. to state purpose for which copy is intended. 
Feb. 8, reply received, dated Feb. 4, that copy is requested for historical purposes. 



The blank f paoef outside of linM must not be written on ; it is for binding purposes. 
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(5) 



(6) 




OHIO RIVER R. R CO. 

Record card No. 1409, 1887. 

Date, March 20, 1887. 

Subject, bridge over Great Kanawha 
River. 

Page [of book after record cards are 

bound]. 




THOMPSON, GEORGE W. 

Prest. O. R. R. R. Co. , 

Record card No. 1409, 1887 

Date, March 20, 1887. 

Subject, bridge over Great Kanawha 
River. 

Page [of book after record cards are 

bound]. 



Cross-reference card. 

Letters— Office Secretary of War. 



17958 13 



Cross-reference card. 

Letters— Office Secretary of War. 
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PACE OF SPECIMEN '*BECOED CAED." 



(7) 



~~i 



Bridjce. Great Kanawha River. Qeo, W. Thompson. 

Office Secretary of War. No. 1409, 1887. 
Return to Record Division, room 235, as soon as read. 

If a copy is desired it must be made at once, so this card can be returned to the files. 
Date, Parkersburg, W. Va., March 20, 1887. 
From Ohio River R. R. Co., Geo. W. Thompson, prest. 

Subject, submits plans and drawings of proposed bridge across Great Kanawha River below 
Falls. 



No. of enclosures 25. 
Received Men. 25, 1887. 
Acknowledged , 188 . 



Sent to C. of E. Mch. 25, 1887. 

Received back Mch. 25, 1837. 

Bureau office mark 1^297 Eng. 1887. 

Ill 



Action : Mch. 25. C. of E. recommends that board be convened to report on plans and loca- 
tion. 

Mch. 26. Approved. C. of E. Mch. 26. 

Rec*d back Apl, 21. 

W.D.Apl.27,1887. 
The report of the Board of Engineers, the recommendations of Col. Craighill and the Chief of 
Engineers are approved. The papers are respectfully referred to the Chief of Engineers and . 
the Acting Judge Advocate-G^eneral to prepare the plans and papers in duplicate for the ap- 
proval of the Secretary of War. Duplicates of the report of the board and Col. Craighill's letter 
should be submitted. 

By order of the acting S. of W.: John Tweed ale, C. C. 



Rec*d back June 6 from J. A. G. with papers prepared for execution. ^ 
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BEVEESE OF SPECIMEN "kECOKD CAED." 

(8) 



W.D.June 15, 1887. 
Besp'y refd to the O. of E. for file in his office. One copy of the within instrument being: sent 
to Mr. Qeorge W. Thompson, Prest. Ohio River R. R. Co. 
By order of the acting S. of W. : 

John Tweedale, C. C. 
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[Inclosure No. 2.] 
[Circular.] 

Wab Department, 
Woffhingion Ciiy^ February 9, 1889. 

In the matter of briefing and entering * ' letters received ' ' and recordicg ' * letters sent ' ' 
and indorsements in the respective bureaus and offices of the War Department, atten- 
tion is invited to the case entitled ** Salaries and fees of United States consuls," pub- 
lished on pages 25 to 37, inclusive, of volume 1 of the Report of the Select Committee ' 
of the United States Senate, appointed under Senate resolution of March 3, 1887, to in- 
quire into and examine the methods of business and work in the Executive Depart- 
ments, etc 

With this case as a sample to be followed, chiefs of bureaus are requested to have an 
actual case selected, such as will show the average action or work upon cases in their 
respective bureaus or offices, then to have a history of the case prepared bj the clerk in 
charge showing in minute detail (including copies of briefs, office marks, indorsements, 
letters, entries in record and index books, etc. ), the action from and including the re- 
ceipt of the case in the office, through its various courses to and including its final dis- 
poeition, in like manner as is shown in the case mentioned. 

This history having been prepared as required, chiefs of bureaus will cause an inves- 
tigation of the subject to be made, and having thereupon decided whether any unneces- 
sary work has been done or any persons have been employed on the work more than 
were needed, and what possible improvements can be made in the methods adopted, 
they will apply the appropriate remedy and make report of their action to the Secretary 
of War, and transmit therewith a copy of the history of each case made up as above 
directed. 

By order of the Secretary of War: 

John Tweedale, 

Chief Clerk. 



[Inclosure No. 3.] 
[Circular.] 

Wab Depabtmbnt, 
Washington City, Fdmtary 13, 1889. 

(1) Letters and other papers received at the War Department or any of its bureans 
will, unless otherwise directed, be at once sent to the offices to which they pertain with- 
out instructions, each chief of a bureau being responsible that the mail sent to him ia 
promptly acted upon, and report made to the Secretary of War in cases requiring hia 
action, or to which he should reply. When acted upon by the Secretary, the proper no- 
tation will be made and the papers sent to the office to which the subject-matter per- 
tains, unless instructions to the contrary are given; and, generally, only such papers 
will be filed in the office of the Secretary of War as do not pertain to the business of any 
of the subordinate bureaus. This rule will also apply to the filing of papers in the bu- 
reaus and offices of the Department. Only such papers will be filed in a given bureao 
or office as clearly belong to its business and are within the jurisdiction of the chief 
thereof. 

(2) Where there are several record divisions in one bureau, the action on a paper 
should only be noted on the books of the division to which the business pertains; this to 
avoid duplication of entries, and to prevent the obliteration of briefs by date and other 
stamps. 

(3) Before a paper which is acted upon by the Secretary of War is filed, as directed 
in paragraph 1, it should be sent to any chief of a bureau who has expressed an opinion 
or made a recommendation thereon, in order that he may be informed of the action 
taken. 

(4) A paper submitted for the action of the Secretary of War wiy be so prepared that 
the last indorsement or report shall contain, in the fewest possible wonls, a summary 
of the case, unless this appears in some report on the same or an accompanying paper 
to which reference is made. It should also show the question to be decided, and con- 
clude with an opinion or recommendation. When necessary, the law, orders, or cus- 
toms of the service governing in like cases will be stated, and the case made complete in 
itself, so that reference to previous papers will only be necessary to afford more definite 
information upon matters already summarized in the report. As papers submitted in 
person can be orally explained, it will be sufficient, in the majority of such cases, to in- 
dorse on each an opinion or recommendation, omitting the other requirements of this 
paragraph. 
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(5) Where it is evident that it will ^be necessary to send the report of the bureau offi- 
Iper with the reply of the Secretary of War, the report should be separate from the papers 

or a copy of it submitted. 

(6) The subiect of correspondence will be indicated by the writer in the upper left- 
hand corner of the first page qf the letter or report, the '' subject " not to exceed three 
or four words. 

(7) Chiefs of bureaus are authorized to decide cases properly within the scope of their 
authority in their own names. When existing regulations ot oiders require certain 
-cases to be submitted to the Secretary of War for his action, but in which there is no 
difference of opinion, no doubt as to the facts, law, or regulations, wJiere' the amount in- 
volved does not exceed $500, when the decision of the Secretary of War can be distinctly 
foreseen, or the principles of which have been previously determined, chiefs of buTeaus 
are authorized to decide such cases and sign the decision ** By authority of the Secretary 
of War:" provided any case so decided pertains to the particular class of business over 
which the chief of the bureau who decides the case has jurisdiction. 

(8) All cases decided by the Secretary of War, or in which he has given orders, will 
be signed either by the Secretary or ** Hy order of the Secretary of War," and all such 
cases must be noted or recorded in the office of the Secretary, except orders affecting the 
personnel of the Army (officers and enlisted men) and the movement of troops. 

(9) Chiefs ot bureaus are authorized to correspond with any military officer upon the 
business of their respective bureaus, forwarding the same, or a copy, through or to any 
commander who should be informed of the contents thereof. 

The Secretary of War requests chiefs of bureaus to see that the requirements of this 
circular are fully complied with. 
By order of the Secretary of War: 

John Twbedale, 

Chief Clerk. 



[Incloaure No. 4.] 
WAR DEPARTMENT— ASSIGNMENT OF BUSINESS. 

Accounts: 

For advertising and job printing: S. of W. 

Of bonded Pacific railroads for Army transportation: Q. M. G. 

Ot National Homes for Disabled Volunteer Soldiers: S. of W. 

Of officers in Quartermaster's Department: Q. M. G. 
Accounts current for subsistence funds: C. G. S. 
Advertising accounts: S. of W. 

Advertising for subsistence supplies or services: C. G. S. 
Advertisements: S. of W. 

Animals, public, recovery of lost or stolen: Q. M. G. 
Appointment of clerks, messengers, etc. : S. of W. 

Appointments m Quartermaster's Department, applications for: Q. M. G. 
Aqueduct ( Washington \: C. of E. 
Armory. {See National Armory.) 
Army: 

Claims for quartermaster stores taken for use of, during the rebellion: Q. M. G. 

Contingencies: S. of W. 

Estimates for subsistence of: C. G. S. 

Matters relating to discipline of: I. G. 

Matters relating to instruction of: I. G. 

Inspections ot personnel or materiel of: I. G. 

Kegister, compilation of: A. G. 
. Subsistence of: C. G. S. 

Transportation: Q. M. G. 

Payments to, record of: P. M. G. 
Arsenals: C. of O. 
Artificial limbs: S. G. 

Transportation for invalid penaioners journeying to procure: Q. M. G. 
Assignment: 

Of commissary sergeants to stations: C. G. S. 

Ot medical officers: S. G. 

Of officers of Quartermaster's Department: Q. M. G. 
Attorneys, registration of to prosecute claims: S. of W. 
Auditor. {See Second Comptroller, etc ) 



[IncloiuraNo.!.] 

[areular.] 

Wab Defabtuent, 

Waehinglon Cits, February 9, 1889. 

In the matter of briefing and enteriog "Iett«ra received" and recording 'letlerasent" 
■Dd indoisements in the respective bureauH and offices of the War Department, atten- 
tion is intited to the case entitled " Salaries and fees of United States coneale," pub- 
lished on pages S5 to 37, incluBive, of volnme 1 of the iieport of the Select Committee 
of the United States Senate, appointed nnder Senate resolntion of March 3. 1S87, to in- 
qaiie into and examine the methods of bosiness and work in the Executive Depart- 
menta, etc 

With this case aa a sample to be foltoired, chiefs of bureaaa are reqaested to have an 
actaal case eelected, such as will show the average action or work upon cases in their 
respective hnreans or offices, then to have a history of the case prepared bj the clerk in 
ciiarge showing in mionte detail (including copies of briefs, office macks, indorsements, 
letters, entries in record nnd index books, etc.), the action from and including the re- 
ceipt of the case in the ufBce, through its various courses to and including its Unal dis- 
pwition, in like manner as is shown in the case mentioned. 

This history having been prepared aa required, chiefs of bureaus viilJ cause an inves- 
tigation of the subject to be made, and having thereupon decided whether any uuneces- 
eary work has been done or any persons have been employed on the work more than 
were needed, and what possible improvements can be made in the methods adopted, 
they will apply the appropriate remedy and make teport of their action to the Secretai7 
of War, and transmit therewith a copy of the bistcvy of each case made up as above 
directed. 

By order of the Secretary of Warr 

John Tweedale, 

Oiie/ Cleric 



[Inclosure No. S.] 
[CT«ul«r.] 

Wab DEPAxmEtTT, 
WiKkington CUg, February 13, 1889. 
(1) Letters and other papers received at the War Department or any of its bnreans 
will, nnless otherwise directed, be at once sent to the offices to which they pertain with- 
out instractions, each chief of a bureau being responsible that the moil sent to him in 
promptly acted upon, and report made to the Secretary of War in casea reqairing his 
action, or to which he should reply. When acted upon by the Secretary, the proper no- 
tation will be made and the papers sent to the office to which the sntyect- matter per- 
tains, unless Instractions to the contrary are fpven; and, geneially, only snch papera 
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«« signed either hJ^Tu ^ "^ f«>cretarv of War nr ii. i^hwiTLrr* 



JuBK T»iT:t::./:,t 



llDclonnc So tj 

AdX^K^^ ''*°°*"*- S- o*" * 

|^ pobl ic, recovery of lost or n 
men* of clerks, measeBHire. « 



^JJ^. (See National ArmOTr, 



t^bum for qaarUrmMter BtDm li 
^niingeiicies: S. of W 
KwiiMtc B for snbeiartwtee of * ' 
MirtetJi reUtiiiK to diaei|iliiM; u- 
NiitAia relating to iiMtiWuw. u 
'■qtBclXons ot peraoiUMJ <« ^«*ri 
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Back pay, claims for. (S^e Claims.) * 

Bake-ovens (post and field), providing and repairing of: C. G. S. 

Balances to credit of disbnrsine officers standing three years or more, notices of: S. of W» 

Barracks and quarters, construction, repair, purchase, or hire of: Q. M. G. 

Blank books. Quartermaster's Department: Q. M. G. 

Blank forms, Subsistence Department: C. G. S. 

Blank forms, Inspection Department: I. G. 

Blanks, distribution to the Army: A. G. 

Blanks and general orders for Pay Department: P. M. G. 

Board of Engineers: C. of £. 

Boards, retirinic: A. G. 

Boards of Survey : 

On quartermasters' stores: Q. M. G/ 

On subsistence supplies: C. G. S. 

Preliminary to action of an inspector: I. G. 
Bonds: 

Drafting of: J. A. G. 

Official and others given to the United States: J. A. G. 

(iSce Paymasters' boilds.) 
Books: 

Company and regimental: A. G. 

Hospital, and medical records: S. G. 
Books of request for transportation: Q. M. G. 
Books and blanks, distribution to the Army: A. G. 
Boots, shoes, etc., manufactured at the military prison: Q. M. G. 
Bounty and back pay, payment of Treasury certificates for: P. M. G. 
Bounty and claims: A. G. 
Bridges: 

Examination of legal papers relating to erection of: J. A. G. 

Hire, construction or purchase of: Q. M. G. 

Over navigable waters: C. of £. 

And roads (military): C. of E. 
Buildings. {See Public buildings.) 
Cables. {See Telegraph lines.) 

Calls from Department of Justice, answers to: A. G. and J. A. G. 
Camp, sites for: Q. M. G. 
Canals: C. of E. 

Cantonments, sites for: Q. M. G. 
Car tickets, issue of: Q. M. G. 

Cemeteries. {See National cemeteries and post cemeteries. ) 
Certificates of deposit: S. of W. 

Certificates of deposits of funds pertaining to the appropriations for the Quartermaster's 
Department received from sales to officers and soldiers, sales at auction, and other 
sources: Q. M. G. 
Changesof stations of officers of Quartermaster's Department: Q. M. G. 
Charges and specifications, preparation and revision of: J. A. G. 
Charts. (See Maps.) 

Ciicnlars {see Orders), distribution of, etc. : Q. M. G. 
Civil depaitments. (See Departments.) 
Civil law. (See Military and civil law.) 
Claims: 

Furnishing to Second Comptroller, Second Auditor, Adjutant-General, Quarter- 
master-General, and Commissioner of Pensions abstracts of proceedings of courts- 
martial and other information from the records required in settlement of claims 
for back pay, bounty, pensions, and witness fees: J. A. G. 

Before War Department: S. of W. 

Disputed, for mileage: P. M. G. 

For commutation of rations of enlisted men on furlough; traveling; competitors 
rifle competitions; prisoners of war, and ordnance sergeants, or others on duty 
where subsistence in kind is not furnished: C G. S. 

For extra-duty pay: Q. M. G. 

For losses of personal property, act of March 3, 1885: S. of W. 

For payment of subsistence supplies or property: C. G. S. 

For private horses: Q. M. G. 

For quartermaster's stores taken or furnished for use of the U. S. Army during the 
rebellion, under act of July 4, 1864: Q. M. G. 

For rail, water, or stage transportation: Q. M. G. 
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Claims — CoDtintied. 

For re-imbursement of expenses incurred for subsistence of enlisted men: C. G. S. 

For tolls and telegrams: Q. M. G. 

In connection with bnildings, structures, repairs, post cemeteries, sites for military 

posts, camps, cantonments, etc. , etc. : Q. M. G. 
Miscellaneous, arising out of the rebellion: A. G. 
Miscellaneous, based on certified accounts known as "regular purchase vouchers:" 

Q. M. G. 
Of officers and soldiers to rank, pay, promotion, and other military rights, etc: J. 

A.G. 
Pertaining to medical matters: S. G. 
(See Soldier claims.) 
Clerks, messengers, etc., appointment, promotion, reduction, discharge, and transfer of: 

S. of W. 
Climatology, matters relating to: C. S. O. 
Clothing and equipage supplies, procurement an^ distribution of, and claims connected 

therewith: Q. M. G. 
Clothing, issue and distribution of, under special order%Df the Secretary of War, as re- 
quired for the militia of the States and Territories: Q. M. G. 
Collections by paymasters, record of: P. M. G. 
Commissary sergeants: 

Applications and recommendations for appointment of: C. G. S. 
Assignment of: C. G. S. 
Eeports and records of: C. G. S. 
Commutation to enliste<i men of the line of the Army engaged in the coustraction and 

repair of telegraph lines connected with the Signal Service: C. IB. O. 
Commutation of fuel: Q. M. G. 
Commutation of quarters: 

(1) Determining whether the officer was on duty and entitled to quarters: A. G. 

(2) Determining whether public quarters were available: Q. M. G. 

(3) Payments of commutation of quarters: P. M. G. 
Commutations of rations: 

Of enlisted men on furlough and traveling, claims for: C G. S. 

Of prisoners of war, claims for payment of: C. G. S. 
Companies, record of payments to: P. M. G. , 
Company record books, supplying of: Q. M. G. 
Comptroller. {See Second Comptroller, etc., and Claims.) 
Confederate archives: A. G. 
Contingencies of the Army: S. of W. 
Contracting for subsistence supplies or services: C. G. S. 
Contracts for transportation, preparation, and revision of: Q. M. G. 
Corps of Engineers: 

Personnel of officers and employes of the: C. of £. 

Publications of the: C. of E. 
Correction of records relating to officers and enlisted men: A. G. 
Courts of inquiry and courts-martial: 

(1) Reviewing and reporting upon proceedings of: J. A. G. 

(2) Publishing findings and sentence of: A. G. 

(3) Recording, filing, etc., record of proceedings of: J. A. G. 
(jStee Records of courts-martial.) 

Deeds, drafting of: J. A. G. 

Departments of Justice, answers to calls from: A. G. and J. A. G. 

Departments: 

Discontinued geographical, records of: A. G. 

Transportation of property for the civil, of the Government: Q. M. G. 
Depositories. (See Government depositories.) 
Deposits by enlisted men, record of: P. M. G. 
Deserters, rewards for apprehension of, etc. : Q. M. G. 
Desertion, removal of charge of: A. G. 

Detachments, payments tO£ P. M. G. . 

Detail of enlisted men of Signal Corps as signalmen: C. S. O. 
Disbursing officers: 

Balances to credit of. (See Balances.) 

Of the Quartermaster's Department, examination of estimates from: Q. M. G. 

Of the Subsistence Department, estimates from: C. G. S. 
Discharge, certificates in lieu of: A. G. 
Discharge of clerks, messengers, etc. : S. of W. 
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Discipline of Army, matters relating to: I. G. 

Districts, discontinued geographical, records ^f: A. G. 

Divisions, discontinued geographical, records of: A. G. 

Drafts paid, notices of : S. of W. 

Drainage, structures for: Q. M. G. 

Duties and conduct. {See Military duties.) 

Emergency purchases of subsistence supplies or services: C. G. S. 

Engineer depot and post at Willets Point: C. of £. 

Engineer School of Application: C. of E. 

Engineer troops: C. of E. 

Engineers: 

Board of: C. of E. 

Publications of the Corps of: C. of E. 
Enlisted men: 

Claims for reimbursement of expenses incurred in subsistence of: C. G. S. 

Claims for commutation of rations while on furlough, travelling: C. G. S. 

Commutation to, engaged as repairmen on telegraph lines connected with Signal 
Service: C.S.O. % 

Detailing, of Signal Corps as signalmen: C. S. O. 

Enlistment, promotion, transfer, discharge, retirement, certificates of disability, and 
final statements of deceased soldiers: A. G. 

Record of deposits by: P. M. G. 

Record of payments to, on discharge: P. M. G. 
Estimates: 

For appropriations: S. ofW. 

From disbursing officers for quartermaster's funds: Q. M. G. 

From disbursing officers for subsistence funds: C. G. S. 

Of appropriations for subsistence of the Army: C. G. S. 

And bills from Public Printer: S. of W. 
Expenses:* 

For interments of officers and soldiers: Q. M. G. 

Incident to pursuit of lost or stolen public animals: Q. M. G. 

Incurred in subsistence of enlisted men, claims for reimbursement of: C. G. S. 
Extra duty during the Mexican war and the war of the rebellion: Q. M. G. 
Extra duty pay, claims for: Q. M. G. 
Forms, distribution of, etc. : Q. M. G. 

Fortifications, surveys for; location, plans, construction, care, repair, modification, super- 
vision of buildings or works within, or exterior to: C. of £. 
Fuel, commutation of fuel for officers and soldiers: Q. M. G. 
Funds: 

Estimates received from disbursing officers for quartermaster's: Q. M. G. 

Estimates received irom disbursing officers for subsistence: C. G. S. 

Monthly accounts of receipts and disbursements rendered by paymasters, and for- 
warded to Second Auditor: P. M. G. 

Record of, sent to paymasters: P. M. G. 

Weekly and monthly statement of, -for comparison with Treasury records: Q. M. G. 
and C. G. S. 
Furlough, claims for commutation of rations of enlisted men on: C. G. S. 
Garfield Hospital, accounts of: S. of W. 

Greneral, general courts-martial, and special orders and circulars: A. G. 
Gettysburgh, monument and memorial tablets of regular Army at: C. of E. 
Government depositories, notification of changes in: S. of W. 
Harbor lines, establishment of: C. of E. 
Horses: 

Claims for private, turned into regiments: Q. M. G. 

Claims for, lost by officers and soldiers: Q. M. G. 
Hospital: 

Books and medical records: S. G. 

Corps: S. G. 

Supplies: S. G. 
Hospitals, payments to: P. M. G. 
Hospitals and hospital stewards' quarters: 

Plans and specifications for: S. G. 

Report and recommendation upon, and iconstruction, repair, hire, or purchase of*. 
Q. M. G. 
Indebted railroads, transportation for Army over: Q. M. G. 
Indebtedness, inquiries as to: S. G. 
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Insane soldiers — admission to Government Hospital: A. G. 

Inspection of South Pass jetties: C. of£. 

Inspection reports on subsistence supplies: C. G. S. and I. G. 

Inspections: 

Of colleges, etc., where officers are detailed as professors: I. G. 

Of money accounts of officers disbursing public funds: I. G. 

Of personnel or materiel of the Army, matters relating to: I. G. 
Instruction of the Army, matters relating to: I. G. 
Instruments tor military surveys: C. of E. 
Interments of officers and soldiers, expenses of: Q. M. G. 
Inventory and inspection reports of quartermaster's stores: Q. M. G. 
Investigations, making special report upon any military subject when called upon by the 

Secretary of War or major-general commanding the Army: I. G. 
Job printing accounts: S. of W. 
July 4, 1864, act of. {See Quartermaster's stores. ) 
Jurisdiction over military reservations. (See Military reservations.) 
Justice, Department of, answers to calls from: A. G. and J. A. G. 
Kind and quality of articles for rations and sales: C. G. S. and I. G. 
Laboratory: S. G. 

Land-grant railroads, transportation accounts of Army over: Q. M. G. 
Land. {See Military reservations. ) 
Law. {See Military and civil law.) 

Libraries at military posts, supplying newspapers to: Q. M. G. 
Library of Surgeon-General's Office: S. G. 
Library of the War Department: S. of W. 
Licenses, drafting of: J. A. G. 
Lost public animals, recovery of: Q. M. G. 
Maps and charts, preparation and publication of: C. of £. 
Medical Museum: S. G. 
Medical officers: * 

Assignment of: S. G. 

Reports and returns of: S. G. 
Medical records and hospital books: S. G. 
Medical supplies: S. G. 

Memorial tablets of the regular Army at Gettysburgh, Pa. : C. of E. 
Meteorological instruments and apparatus, etc. : C. S. O. 
Meteorology, matters relating to: C. S. O. 

Mexican war and war of the rebellion, extra duty during: Q. M. G. 
Mileage: 

Disputed claims for: P. M. G. 

Record of payments of: P. M. G. 
Military Academy, appointment of cadets, reports of Boards of Visitors, etc. : A. G. 
Military bridges and roadn: G. ofE. 
Military courts. (See Courts of inquiry, etc.) 

Military duties and conduct, matters relating to proper performance of: I. G. 
Military posts: 

Sites for: Q. M. G. 

Supplying newspapers to libraries at: Q. M. G. 
Military prison at Fort Leavenworth, Kans. : 

Correspondence and orders: A. G. 

Manuiactureof boots, shoes, barrack chairs, and corn l^rooms from material purchased 
under contract by the commandant of the prison, under direction of the Quarter- 
master-General: Q. M. G. 
Military prisoners, applications for pardon or mitigation of sentence of: J. A. G. 
Military reconnoissances: C. of E. 
Military reservations (see A. R. 1772): 

Public lands purchased, appropriated, or designed for: 

Permanent military fortifications, and lauds acquired in connection with improve- 
ments of rivers and harbors: C. of E. 

Armories, arsenals, and^ordnance depots: C. of O. 

Barracks, posts, cantonments, or for other military uses: Q. M. G. 

Rights of the Government and others on, and relative to extent of jurisdiction over: 
.1. A. G. 
Military signaling (by flag, torch, lantern, heliograph, etc.): C. S. O. {See also Signal- 
ing.) 
Military surveys, instruments for: C. of E. 
Military and civil law, preparing reports relative to: J. A. G. 
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Militia^ clothing and equipage for. {See ClothiDg and equipage.) 

Miscellaneous claims arising out of the rebellion: A. G. 

Money accounts of officers disbursing public funds, inspection of: I. G. 

Monroe, Fort, wharf at: C. of E. 

Monument at Washington's headquarters, Newburgh, N. Y. : C. of E. 

Monuments and memorial tablets of regular Army at Gettysburgh, Pa. : C. of E. 

Movement of troops: A. G. 

Museum (Medical): S. G. 

Muster-rolls of the regular Army and volunteer forces: A. G. 

National armory, matters relating to: C. of O. 

National cemeteries, matters relating to: Q. M. G. 

National Homes for Disabled Volunteer Soldiers, accounts of: S. of W. 

Navigable waters: 

Bridges over: C. of E. 

Riparian rights of the United States and others in: J. A. G. 
Newspapers for libraries at military posts: Q. M. G. 
Non-commissioned staff, record of payments to: P. M. G. 
Notices of drafts paid: S. of W. 

Notifications of changes in Grovemment depositories: S. of W. 
Office of Commissary-General of Subsistence, estimates for: C G. S. 
Officers: 

Appointment, promotion, transfer, details, leaves, resignation, and retirement: A. G. 

Record of payments to: P. M. G. 

Record of stoppages against: P. M. G. 
Officers of Quartermaster Department: 

Changes of station of: Q. M. G. 

Returns of: Q. M. G. 
Officers and soldiers: 

Expenses for interments of: Q. M. G. 

Commutation of fuel for: Q. M. G. {See also commutation of quarters.) 
Orders, general, general courts-martial and special: A. G. 
Ordnance depotis, matters relating to: C. of O. 
Ordnance sergeants, claims of commutation of rations for: C. G. S. 
Ordnance soldiers, enlistment, promotion, and discharge of: C. of O. 
Ordnance and ordnance stores for the Army, the militia, colleges, the Executive Depart- 
ments, or individuals, whether they be applications for proposals to purchase, 
o^ers to sell, inventions, or generally anything on the subject: C of O. 
Ovens. ( See Bake-ovens. ) 

Pacific railroads, accounts for the transportation of the Army over bonded: Q. M. G. 
Pay-roll of the employes of the Qurtermaster-Generars Office: Q. M. G. 
Paymaster: 

Separate accounts with esbch: P. M. G. 

Record of collections by: P. M. G. 
Paymasters' bonds, submitted to the Secretary of War, and, if approved by him, are 
sent by the Paymaster-General to the Second Comptroller for file in his office: P. 
M.G. 
Payments to the Army, record of: P. M. G. 

Pensioners, invalid, transportation for, journeying to procure artificial limbs: Q. M. G. 
Pensions, information relating to: A. G. and S. G. 
Personal property, claims for losses of— act of March 3, 1885: S. of W. 
Personnel: 

Of the Army, conduct and nlanagement of: I- G. 

Of officers of the Quartermaster's Department: Q. M. G. 

Of officers and employes of the Corps of Engineers: C. of E. 
Post cemeteries, care of: Q. M. G. 
Post quartermaster seargeants, applications for appointment and assignment of, etc. : Q. 

M.G. 
Posts. (5ec Military posts.) 
Powder depots, matters relating to: C. of O. 
Printed matter, distribution of: Q. M. G. 
Prison. {See Military Prison.) 
Prisoners. {See Military prisoners.) 
Prisoners of war: 

Claims for commutation of rations of: C. G. S. 

Records of: A. G. 
Proceedings of courts-martial, etc. {See Courts of inquiry, etc) 
Promotion of clerks, messengers, etc. : S. of W. 
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Property, transportation for the civil departments of the Goyemment: Q. M. G. 
Public buildings and grounds: C. of £. 
Public funds. (iSec Funds.) 
Public Printer, estimates and bills from: S. of W. 
•Publications of the Corps of Engineers: C. of £. 
Qusdity of articles for rations and for sales: C G. S. 
Quartermaster's Department: 

Certificates of deposits for funds pertaining to appropriations for the: Q. M. G. 

Examination of accounts of officers in: Q. M. G. 

Personnel of officers of: Q. M. G. 

Reimbursement of expenses incurred on account of: Q. M. G. 

Returns of officers of: Q. M. G. 
Quartermaster's stores: 

Claims for such taken or furnished to the U. S. Army during the rebellion, under 
act of July 4, 1864: Q. M. G. 

Examination of returns of: Q. M. G. 

Inventory and inspection reports of such as are no longer fit for use: Q. M. G. 
Quarters, construction, etc., of: (5ee Barracks and quarters, Commutation of quarters.) 
Railroads. {See Pacific railroads.) 

Rations, kind and quality of: C. G. S. [See Commutation of rations.) 
Rebellion: 

Claims for quartermaster stores taken during the war of the: Q. M. G. 

Distribution of official records of the: S. of W. 
Rebellion and Mexican war, extra duty during: Q. M. G. 
Reconnoissance and surveys: C. of E. 
Record books. (See Company record books.) 
Records: , 

Of Federal and Confederate prisoners of war, discontinued geographical divisions, 
departments and districts, army corps, divisions, brigades, camps, and depots: 
A. G. 

Of volunteer forces: A. G. 

Relating to officers and enlisted men, correction of: A. G. 
Records of courts-martial, furnishing copies to be used as evidence in courts and by com- 
mittees of Congress: J. A. G. 
Records of proceedings of courts-martial, furnishing copies to parties tried: J. A. G. 
Records of the Rebellion: 

Distribution of: S. of W. 

Subscriptions to: S. of W. 
Recruiting parties and recruits, subsistence of: C. G. S. 
Recruiting service relating to the regular Army: A. G. 

Recruiting service relating to volunteer forces, State quotas and credits, drafted men^ 
sul^titutes, bounties and claims, accounts of mustering and disbursing officers, 
A. G. 
Reduction of clerks, messengers, etc. : S. of W. 
Regulations and tactics, construction and issue of: A. G. 
Re-muster of officers: A. G. 
Repairs to buildings for use of Army: Q. M. G. 
Reports: 

Of military operations and battles, on bills before Congress: A. G. 

Of military operations, of battles, of inspections, on some claims to Congress, to 
Department of Justice and Court of Claims: A. G. ^ 
Reports and returns of medical officers: S. G. 
Requisitions: 

For funds: S. of \V. 

For funds to be sent to paymasters: P. M. G. 

For subsistence supplies and blank forms: C. G. S. 
Reservations. [See Military reservations.) 
Returns: 

Of officers for clothing and equipage received, issued, and transferred, examination 
of: Q. M. G. 

Of officers of the Quartermaster's Department: Q. M. G. 

Of quartermaster's stores, examination of: Q. M. G. 

Of subsistence stores and property: C. G. S. 

Of posts, regiments, departments, and divisions, militia, deserters, casualties, de* 
ceased soldiers, and recruiting: A. G. 

Regimental and post, of volunteer forces: A. G. 
Rewards for apprehension of deserters: Q. M. G. 
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Rifle competitions, claims of competitors for commutation of rations: C. G. S. 
Kiparian rights of the United States, the several Stfites and individuals in navigable 

waters: J. A. G. 
River and harbor works, sites for: G. of E. 
River and harbor works and canals: C. of £. 
Roads and bridges in Yellowstone Park: 0. of E. 
Rolls, muster, of the regular Army and volunteer forces: A. G. 
Salary of officers, record of: P. M. G. 

Sales at auction and other sources, certificates of deposits for funds pertaining to appro- 
priations for the Quartermaster's Department received from: Q. M. G. 
Sales to officers and soldiers, certificates of deposits for funds pertaining to appropria- 
tions for the Quartermaster's Department, received from: Q. M. G. 
Sales, kind and quality of articles fon C. G. S. 

Second Comptroller and Second Auditor, replies to inquiries from, relative to payments 
made to officers and enlisted men both of the regular Army and volunteer forces 
in the Florida, Mexican, and rebellion wars: P. M. G. 
Secret service accounts: S. of W. 
Sergeants. (See Post quartermaster sergeants.) 
Settlement certificates: S. of W. 
Sewerage, structures for: Q. M. G. 

Shooting galleries, hire, purchase, construction, etc., of : Q. M. G. 
Signal equipments and stores, requisitions for: C. S. O. 

Signal Service, all matters relating to, including civil and military force and fiscal ques- 
tions connected with: C. S. O. 
Signal stations, establishment, maintenance, or discontinuance of : C. S. 0. 
Signaling, instruction in, and other matters relating to: C. S. O. 
Signalmen, detail of enlisted men of Signal Corps as: C. S. O. 
Sites: 

For military posts: Q. M. G. 

For river and harbor works: C. of E. 

And reservations for permanent works: C. of E. 
5^1dier claims, cases known as being claims for private horses: Q« M. G. 
Soldiers and officers, expenses of interments of : Q. M. G. 
Soldiers' Home: 

Transportation for: Q. M. G. 

Monthly requests of commissioners to withdraw money from the permanent fhnd: 
S. of W. 
South-Pass jetties, inspection ot: C. of E. 

Specifications and charges, preparation and revision of: J. A. G. 
Stables, hire, construction, purchase, etc., of: Q. M. G. 
Statements, weekly and monthly, of funds: Q. M. G. and C. G. S. 
Stationery for War, Department and its bureaus: S. of W. 
Stations of officers of the Quartermaster's Department, changes of: Q. M. G. 
Stolen public animals, recovery of: Q. M. G. 
Stoppages against officers, record of: P. M. G. 
Store-houses, purchase, construction, hire, etc., of: Q. M. G. 
Storms, observations and reports of: C. S. O. 
Street-car tickets, issue of: Q. M. G. 
Structures for the Army, erection of: Q. M. G. 
Subsistence of the Army: 

Estimates for: C. G. S. 

Matters relating to: C. G. S. 
Subsistence of enlisted men, claims for expenses incurred in: C. G. S. 
Subsistence of recruiting parties and recruits: C. G. S. 

Subsistence Department, employment and compensation of civilians in: C. G. S. 
Subsistence funds: 

Accounts-current for: C. G. S. 

Estimates from disbursing officers for: C. G. S. 

Weekly and monthly statements of: C. G. S. 
Subsistence funds or supplies, all papers connected with the settlement of an officer's ac- 
countability for: C. G. S. 
Subsistence stores and property: 

Purchase, issue, sale, and transfer of: C. G. S. 

Returns of: C. G. S. 
Subsistence supplies: 

Boards of survey and inspection reports on: C. G. S. 

Requisitions for: C. G. S. 
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Snbfiistence sapplies or property, claims for payment of: C. G. S. 
Subedstence supplies or services: 

Advertising and contracting for: C. G. S. 

Emergency purchases of: C. G. S. 
Supplies for the Army, character, quality, and adequacy of: I. G. 
Supplies for War Department and Bureaus, Including stationery, miscellaneoos supplies, 

fuel, ice, etc.: S. of W. " 
Supplies (Quartermaster), distribution to the Army: Q. M. G. 
Surgeon-Generars office, library of: S. G. 
Surveys and military reconnoissances: C. of E. 
Surveys (military), instruments for: G. of E. 
Tactics, construction and issue of: A. G. 
Target ranges, hire, purchase, construction, etc , of: Q. M. G. 
Telegrams, claims for: Q. M. G. 
Telegraph lines: 

Construction, operation, maintenance, equipment, and repair of United States mili- 
tary or sea-coast telegraph lines and cables (and telephone lines) : C. S. O. 
Providingr operators and repairmen for: C. S. O. 
Telephone lines. {iSee Telegraph lines.) 
Tolls, claims for: Q* M. G. 
Torpedoes and instruction therein: C. of E. 
Transportation: Q. M. G. 

Books of requests for: Q. M. G. 
Transportation accounts of the Army^over land-grant railroads: Q. M. G. 
Transportation claims of Army during the rebellion: Q. M. G. 
Transportation contracts, preparation and revision of: Q. M. G. 

« Transportation for invalid pensioners journeying to procure artificial limbs: Q. M. G. 
Transportation of property for the civil departments of the Government: Q. M. G. 
Transportation for the Soldiers' Home: Q. M. G. 
Treasury certificates for bounty and back pay, payment of: P. M. G. 
Trusses and appliances: S. G. 

Uniform, outfit, and supplies of the Army, matters relating to: I. G. 
Vessels owned by the Quartermaster's Department: Q. M. G. 
Volunteer forces, records of: A. G. 

Volunteers in Florida, Mexican, and rebellion wars, record of payments to: P. M. G. 
Vouchers for advertising and job printing: S. of W. 
Vouchers, regular purchase, certified accounts known as: Q. M. G. 
War Department, library of: S. of W. 
Washington Aqueduct: 0. of E. 
Washington Monument: C. of E. 

Washington's Headquarters, Newburgh, N. Y., Monument at: C. of E. 
Water supply, structures for: Q. M. G. 
Weekly and monthly statements of Subsistence funds: C. G. S. 

Of Quartermaster funds: Q. M. G. 
Wharf at Fort Monroe: C. of E. 

Wharves, hire, construction, purchase, etc., of: Q. M. G. 
Willets Point, Engineer depot and post at: C. of E. 
Witness fees. (5cc Claims.) 

Works (permanent), sites and reservations for: C. of E. 
Wrecks, removal of: C. of E. 
Yellowstone Park, roads and bridges in: C. of E. 

The foregoing assignment of business will be observed in all the offices and bureaus 
of this Department. 

' Wm. C. Endicott, 

Secretary of War, 
Wab Department, February 13, 1889. 
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[Indosure No. 5.] 
[Circular.] 

War Department, 
Washington City, February 9, 1889. 

The classes of work falling within the jurisdiction of the several bureaus of the De- 
partment are being arranged from the statements made by chiefs of bureaus, and will 
soon be published for distribution. In connection therewith, each chief of a bureau is 
requested to have a list prepared of the classes of papers acted upon in the several divis- 
ions of his bureau, noting thereon the name of the person who acts upon each item. 
This list to be arranged for easy reference, and copies distributed to the several record 
divisions in his bureau, in order that duplication of entries may be avoided and it may 
be definitely known where to send papers after they are entered. Lists to be corrected 
from time to time when necessary. 

By order of the Secretary of War: 

John Tweedale, 

Chief Clerk, 
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May b0 erroneous and corrected by other records; might not be accepted 

by auditing officers as official basis for action 44 

The information for settlement of soldier's claim should be furnished of- 
ficially by W. D. and not taken from printed records 44 

The printing of the 164th N. Y. Vols, not advised; one alphabetical series 
for regiments and States not advised; no special objection to cylinders 
suggested, but advantages considered doubtful; carding of full mill- 
ta^ histories and furnishing press copies in answer to calls not ap- 
proved; objections to stated 44 

Addition to force as suggested advisable 1. 45 

Reduction of business in answering calls can not be anticipated 45 

Large number of calls in last five m'nths; proposed transfer of records to 

S. G. O. notapproved 45 

Record and Pension Div. necessary if inquiries of members of Congress 

and oUiers are to be answered 45 

Order of S. of W. of January 18, 1888, for printing 300 copies of; of the 164th 
N. Y. Vols, to test value of printing; how to be distributed, and re- 
ports to be made as to value of book 45 

Card Index Record. Sample of 42,43 

Card Index Rec6rd system, advantages of... 6 

Recommended 133 

Compared with present system of keeping the records ._- _ — -.. 133 

Arrangement by subjects 124 

Form and style of card index.- 124 

In use in Record and Pension Division, S. G. O. 125 

In lieu of letters-received books, advantagesof 119 

Should be of same size in each bureau : 111 

Slight danger of losing the cards ...i ..,.. 124 
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Card index blanks for nse of searchers «... 132 

Card index brie&, adoption of, recommended 121 

Objectof - ..- 122 

Specimen of-- 121 

Card index ot decisions, etc 133 

(See Decisions.) 

Card index, samples of (Ex. B.)— -- - 180-85 

Card-record book * 124 

Card record. (See Record Card.) 
Cards. (See Office Mail Cards. ) 

Certificates of deposit, Appendix 3 — 16 

How, arise; issned in duplicate; embrace two classes of public fund 17 

Should not be confounded with receipts for funds deposited to credit of an 

officer - 17 

Course of business pursued with, traced bysteps - 17 

What, must show on face 17 

Copy of face of _ -^ 17 

Stamp and endorsement on _ . 18 

Receipt of, at office of S. of W- 18 

Record ot in Req.Div 18 

In docket book . 18 

In record of 19 

SentintoQ. M. G I. 19 

Action on, in Q. M. G. O _ -- 19 

Entryof, in Q. M. G. O 19 

Form of record book of, in Q. M. G. O 20,21 

Similar routine of, in other bureaus 21 

InofficeofC. G. S 21 

In office 01 P. M. G 22 

In office of P. M. G. arising under stoppage circular and unde^ piaymaster's 

collections • __ •._-- 22 

InS. G.O _ 22 

InofficeofC. of O _ 22 

InofficeofC. of E 23 

InSignal Office ._,,. 23 

Duplication of work in _ _ ._! .__ 23 

Recommendations concerning >.-- 24 

Should be forwarded from Treasury to S. of W. without wrapper, endorse- 
ment or si^ature of C. C. ; then sent without entry to bureau to be 
stamped and entered; appropriation to be designated in bureau, but 
no signature required; then ibr warded to Treasury Dept. ; should not 
remain in W. D. more than two days; not to be recorded in letters re- 
ceived or sent; two record books of, in Keq. Div. should be discon- 
tinued; two books of, in Q. M. G. O. to be consolidated 1 24 

Proposed new form of. J?5 

Numberof, received in office of S. of W. in 1887 24 

Defects of Army Regs, concerning , - * 24 

Proceeds of sales of Government property. Exhibit A, sections of the A. R. 

relating to such sales 25 

Statement of number of, received in Req. Div. in 1867, Exhibit B 2(5 

Paragraphs of A. R. concerning, given. Exhibit C 26 

Action of S. and W. and Secretary of Treasury on recommendations of board 

concerning -__ 28,29,30 

Charge book, in connection with keeping record cards --- 132 

Numberof lines to page of 132 

Sample of .__ _*_ 133 

Charging papers withdrawn from files.-- 99,132 

Chief clerks to supervise the work of other clerks (Sec. 173, R. S.), shall revise 
the distribution of work from time to time, and make any monthly re- 
port of and defects in business methods (Sec. 174, K. S. ) 86 

When monthly reports of, received duty of superior officers to take action to 

remedy defects pointed out (Sec. 175, R. S.) 86 

Chief of Ordnance, views of, on correspondence 78 

Chiefs of Bureaus. (See Bureaus. ) 

Chief Signal Officer, recommendations of, relative to keeping the records in Signal 

Office , 121 
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Page. 

Circular to chie& of bareans requiring history of aicase to ascertain if unnecessary 

work is done 110 

Circular, W. D., April 4, 1888, inviting suggestions to be sent to the Board on 

Business Methods _- 10 

April 19, 1888, discontinuing letters of request on settlement certificates 15 

August 9, 1888, discontinuing separate requests for accountable requisitions. 72 

September 11, 1888, discontinuing duplicate requisitions on Public Printer-. 74 

Proposed, on administration 78 

Proposed, amended, on administration _ — . 137 

July 21, 1884, providing for supply div., W. D 84 

February 19, 1885, regulations for accounting for supplies famished supply 

div - 84 

April 25, 1845, requiring monthly reports and reports of unauthorized absences 

of clerks - -— 86 

April 23, 1887, requiring daily reports of work - 87 

January21, 1889, rescinding cir. of April 23, 1887 ._ - 89 

(fifec Orders.) 

February 15, 1889, to carry out report of board as to correspondence _. 138 

February 9, 1889, as to tracing of cases to show course of basiness by chiefs 

of bureaus 196 

February 13, 1889, on administration w_ .- 196 

February 9, 1889, as to assignment of business to the bureaus 206 

Classes of work fiJling to each bureau tobereported 79 

Clerks, distribution of labor among 87 

Daily statement of absence of, required to be kept by President Polk 87 

Absence of, to be reported 87 

Daily reports from, required 87 

Definitionof- _ _ -._ 90 

Pay of, for overtime . 11 

Remarks upon work performed by low-grade and high-grade 109 

Remarks upon useful employment of 109 

Statementastonon-paymentsof debts by, required — 87 

Cockrell, Hon. F. M., chairman senate select committee. {See Senate Select 

Committee.) 
Collections of Army Paymasters. {See Army Paymasters' Collections. ) 

Colored pencil, use of, recommended 118,136 

Commercial houses. (iS^ee Corporations.) 

Commissary-General of Subsistence, views of, on correspondence .. 78 

Commission on business methods recommended for Treasury and W. D 10 

What, should do, and what action should be taken on report of 10 

Committee on Business Methods. {See Commission ; Board on Business Methods. ) 

Comparison of cards with rolls not necessary 36 

Communications, returning of by indorsement 116 

Conclusions of the board on the subject of correspondence 137 

Corporation and commercial establishments visited by the Board on Business 

Methods - __-116-117 

And Government Departments, difference in manner of acting on correspond- 
ence by, and remarks thereon . 116-117 

Correspondence, difference in manner of acting on, by corporations and Govern- 
ment Departments, with causes of difference and table of contrast... 116-117 

Keporton ,.89-205 

Credit requisitions. Appendix No. 6 46 

Letter of Secretary of Treasury and recommendation of Treasury board that 

the W. D. make out its own, hereafter 46 

Prepared yi 2d and 3d Auditor's Offices no reason why W. D. should not pre- 
pare its own r 46 

Consolidated form for, recommended to save labor 46 

Explanation of form _. 47 

Advantages of proposed form of 47 

Consolidation of letter of request, accountable requisition, and accountable 

warrant recommended __ 47 

Letter of request and requisition consolidated inW. D 48 

Form of proposed consolidated deposit list, requisition, and warrant, Ex- 
hibit A 48 

Copies of six deposit lists, Exhibits B, E, H, L, O, and R 50, 53, 56, 59, 62, 65 

Copies of six xequiaitioos, ExhibitsC, F» I, M, P, and S. ..^.^.51, 54, 57, 60, 63, 66 
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Credit roquisitions, Appendix No. 6 — Continued. 

Copies of six warrants, Exhibits D, G, K, N, Q, and T 52,55,58,61,64,67 

Form of credit req. Q. M. G., Exhibit U _ , 68 

Form of accountable req., Exhibit V 69 

Form of accountable warrant, Exhibit W 70 

Form of consolidated request, accountable requisition, and accountable war- 
rant. Exhibit X.. - - 71 

Letter of S. of W. to Sec of Treasury as to W. D. makln^g out its own, and 

enclosing copy of report of board on circular, August 9, 1888, consol- • 

idating, with request for - 72 

Form of consolidated, to be prepared in bureaus 72 

Consolidated form of deposit lists adopted by W. D 73 

Cross-reference cards, recommended 123 

File-boxes for - - 131 

Kindof paper for 131 

Manner of indexing names on - 132 

Specimensof 190 

Cylinders for rolls, no special objection to, by A. G 44 

IHuly reports, Appendix 11 — 86 

Of absence directed by the President to be kept by heads of bureaus 87 

Sh^ not contain statements of work in reply to oral inquiries 87 

Work reported under - - - 87 

Voluminous character of 88 

Chief S. O. invites attention to expense of making, and waste of time 88 

Unsatisfactory return of 88 

Objections to, by the C. C, S. G. O. - 88 

Order requiring, too literally construed; recommendation that circular requir- 
ing, berescinded - _ _«. 89 

W. D. circuUr, January 21, 1889, rescinding circular requiring- 89 

Debts, statement of complaints as to non-payment of, by clerks required by the 

President in 1845... 87 

Decisions, need of index of — -- — 124 

Preserving searches of 134 

Or precedents, card index of. — «__ 133 

Advantages of card index of — 133 

Books made up of card indexes of. _ 134 

Present manner of keepiug record of, too slow for time of war 137 

Proposed card index of. - 133 

Size, style, and copies of card index of— _ 134 

Or precedents, listof... 180-185 

Definition of "Action on papers," *' Clerks,'' "Department," "Important 
papers, " " Information of value, " " Mail, " " Letters, " " Papers, "and 

"Kecorded" or "Eecording" _ 90 

Delay in handling papers, remedying of. {See Taylor.) 

"Department^" definition of 90 

Departments. {See Grovernment Departments. ) 

Deposit lists, consolidated form for copies of_-_ - 48 

Disburting officer's receipts not certificates of deposit 17 

Drafts of important letters 117 

Duplication of entries to be avoided 117-119 

Effect of order of February 13 on duplication _ 118 

Duplication of work. Army paymaster's collections 31 

To be avoided 10 

Certificates of deposit _ 23 

Employ^, retired-list for 12 

Salariesof 11,12 

Superannuated, letters of Chas. J. Folger and John Sherman, Secretaries of 

the Treasury, concerning hardship of discharge of 12 

Equitable Life Assurance Society, N. Y «. 116 

Exceptions in practice, being table of letters and papers not recorded 92-98 

File-boxes for cross-reference cards 131 

Cases for record cards _ 131 

Files, manner of keeping record of papers withdrawn from 99,132 

Saving of space in the , 135 

FixBt Anditof audits account of disbursing clerk W. D. for supply div« <• . « 85 
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Page. 

Form of certificate of deposit _._ -. ^ 17 

New, of aeconntable reqaisitions 73 

Of books of registry of cert of dep... 18, 19, 20,21, 22, 23 

New, ofC. of D. proposed- _ -_ — 28, 29 

Of paymasters' coUectioDS « 31 

Of card-index record of soldier 42 

New consolidated, of credit requisitions 48,71 

(See Credit Kequisitions, Exhibits A to X.) 

Of acknowledgments - * 122,123 

Of card-index brief . 121 

Of record card-_^ 130, 131 

Of card-record charge book 133 

Of briefs,- _ _ __ ._ 144-158 

Of record books 159-167 

Of indorsement?, office marks, official addresses, and indexes 167-172 

Of books of money and property accounts, returns, and correspondence 172-179 

Of cross-reference cards 190,191 

Of record card 192-195 

Freeh, Jacob, clerk Class IV, S. G. O. Appointed on Board on Business Methods. 9 

Full military history. (See Military History. ) 

Government Departments. (iSec Treasury Dept; War Department.) 

Departments and corporations, difference in manner of acting on papeis by, 

and remarks thereon 116-117 

Property. (See Proceeds of. ) ' 

Greeley, Edwin S., of New York _ 116 

Half-hourly collection and delivery of mail ^-- 106-109 

Advantagesof, demonstrated _ 116 

Handwriting shall be plain and of good size, and flourishes, etc., forbidden 91 

Hoyt, Captain, C. H., in charge of supply div s 87 

Duties of. - — 84 

Eecommendation that he be relieved 85 

Relieved from charge of supply div. January 10, 1889 86 

** Important papers," definition of 90 

Indexing, instructions relative to 119 

Of names on cross reference cards , 132 

(See Briefing.) 
Index-record cards. (See Record Cards.) 

Indorsing of letters 1 — -- 117 

Indorsements, formal, not necessary in certain cases 137 

Notations of simple 136 

''Information of value," definition of . 90 

Ink, necessity of, that will last indefinitely 117 

(See Red Ink.) 
Inspector General's Department, officer from, to inspect books and accounts of 

supply division 86 

** Instructions for keeping the records," etc. (published October 1, 1870), provis- 
ions of, in regard to official papers 91 

Instructions, etc., relative to record divisions ' 119 

Item of business, tracing of an 100-116 

Traced, relative to cert, of deposit 16 

To Army paymaster's collections 31 

Pension claims of Thos.W. Taylor 1 _ _ 101-116 

Transfer of the steamer Success 100-109 

Laws concerning proceeds of Government property given - 25 

Legislation necessary to carry out re'formed methods should be prepared and sub- 
mitted to Congress — 10 

Letter forms. (/Sie^ Blanks.) 

Letters, average numbei received per day.in Secretary 's Office 132 

• Definition of : 90 

Complimentary closing of replies to 135 

Drafts of important letters 134 

Form and style of replies to . • 134 

Nature of, and action on those requiring immediate attention 135 

Returning ofjby indorsement 135 

Underscoring of, with blue pencil. 118 

(See Papers.) 



215 

Letters — Ck>iitinaed« 

Received, definition of ... -.— ........ ..•• 91 

Number of pages of record of, and lines recorded of, in 1888 — 126-130 

Kecord card book of - 1— 130 

Table of papers not recorded .... 93-98 

Sent— _- 91 

Definition of .^ -— 91 

Printed forms for... - 123 

Number of pages of record of, in 1888..-^ - 126-130 

Kecord card book of - 1^0 

Recording in permanent books of important 117 

Table of letters and papers not recorded 93-98 

Lines in charge book, numbering of ......... 132 

Lists alphabetically arranged preferred 136 

Mail, definition of - - 90 

First action upon receipt of .__ . . 118 

Half-hourly collection and delivery of _ 108-109 

Advantages of half-hoarly collection and delivery demonstrated 108-109 

Marking of, with initials of office to which it pertains 118 

Mail arrangement in the offices of the Metroplitan Ins. Go 136 

Chutes for W. D. building, recommended . , 136 

Diagram of 136 

Delivery, half-hourly, recommended 81 

Messenger service. Appendix No. 9, automatic system to secure frequent comiuu- 

nication between offices recommended . 80 

Delay in communication at present illustrated , 80 

Delay of three days in paper passing through six hands ...... 80 

Half-hourly mail delivery recommended ........ 80 

Method of, described _ - .-..., - 80 

Advantages of system proposed 81 

Office mail cards described, and how to be used . 81 

W. D. orders, January 18, 1889, providing for half-hourly mail service in 

bureaus and between bureaus and office of S. of W , 81 

Method of entering and acting on papers until action thereon is completed, 9S 

shown by tracing an actual case 100-116 

Methods of Government Departments and corporations, etc • 116 

Remarks upon old and new methods , 137 

Metropolitan Life Insurance Co., N. Y., pneumatic tubes in offices of, ftir con- 
veyance of mail 136 

Village telephone in offices of . 136 

Military commanders, chiefs of bureaus to correspond with 79 

History, full, carding of, not approved by A. G , . 44 

Records of soldiers, publications made of - 34 

Records, when full, required, card index should be made .... . 35 

Monthly reports, required by act of 1842 . . 86 

The President directs that, be transmitted to him . , 86 

What they shall contain _ . 86 

W. D. circular April 25, 1845, requiring the, provided for by law shall be regr 
ularly made, and shall include statement of unauthorized absences of 

clerks , 87 

Written, of chief clerks not made from December, 1 851 , to April, 1887 87 

Mutual Reserve Fand Life Association, N. Y . . 116 

Names, manner of indexing on cross-reference cards , 136 

New England Mutual Life Insurance Co., Boston 116 

New York Mutual Life Insurance Co ... 116 

Notations of simple indorsements :. . , 136 

Office mail cards _ 81 

Orders, January 18, 1889, establishing half-hourly messenger service 81 

January 10, 1889, relieving Capt. Hoyt from charge of supply div,, and as- 
signing M. R. Thorp -_. 86 

Appointing Board on Business Methods . 9 

' Discontinuing record-books of certs, of deposit in req. div 30 

Printing of card-index record of 164 N. Y. Vols 45 

Establishing half-hourly mail service ......... 81 

(See Circulars.) > 
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Papers, administrative action on proposed wrcnlar 74 

Amended circular 78 

To be signed by Q. M. G. **by order of the Secretwy of War^' 76 

Views of A. G., Q. M. G., C G. S., and C. of O. on course of, and action on 77, 78 

Administrative action on circular issued directing how, shall be acted on, 
what, sh^l be sent direct to bureaus, how submitted to S. of W., sub- 
ject to be indicated in upper left-hand corner, when to be signed ''by 
authority " or "by order" of the S. of W., chiefs of bureaus to corrcr 

spond with military commanders 78,79 

Action on, pertaining to several bureaus.- 136 

Awaiting final action. — __ 133 

Circular to chiefs of bureaus requiring minute history of case to ascertain if 

unnecessary work is done in handling 110 

Definition of * ' papers, " ' ' action on papers, ' ' and * ' important papers " 90 

Delay in handling, remedying of 90 

Description of, which it is recommended be not recorded 99 

Keeping record of, withdrawn from files ._ — 99 

Manner of briefing and recording of 117-119 

Method of entering and acting on, as illustrated by actual case ...100-109, 110-116 

Moving of, by messenger service half-hourly 81 

Numbering of.- ,_._ ._ 132 

Pertaining to several bureaus .1 - 136 

Beasons for necessity of recording, important ._ - 117 

What is to be done when, are charged to a person for six days 132 

Paymaster's collections, certificates of deposit arising under 22 

{See Army Paymaster's Collections. ) 

Pay to clerks for overtime work .. _ * 11 

Pechin, ^iaurice, detailed for duty as clerk on Board on Business Methods 9 

Stenographer and clerk to board 12 

Penmanship. (iSSee Handwriting.) 
Pencil. (&e Blue Pencil.) 

Pennsylvania Railroad Company 116 

Pension record division, A. G. O., discontinuance of, recommended 41 

Recommendation of discontinuance of, not approved by A. G 45 

Polk, President, letter of, as to duty of clerks, reports to be made, etc 86 

Postal-card of acknowledgment to persons who rarely write to Department, form of. 122 

Precedents. (See Card Index of Decisions and Precedents. ) 

President, The, letter of, to S. of W., April 11, 1845, requesting that the monthly 

reports required by law be regularly sent to, and directing that daily 

statements as to services and absences of clerks be kept by heads of 

bureaus; also a statement of complaints as to non-payment of debts by 

clerks _ --— 86 

Press copy card-index record should be sent in answer to call for information 35 

Illegibility of, after lapse of time 117 

Filing of, with letter 117 

Printing of card-index record of rolls . 34 

Rolls of 164th N. Y. Vols... - 35 

Of rolls not approved by A. G - 43,44 

Report of Board on Business Methods .- ^ 89 

Proceecls of Government property, laws concerning, given 25 

Prolixity should be avoided 91 

Public Printer, duplicate requisitions on. (iSee Requisitions on Public Printer.).. 

Publications made of military records of soldiers by States, W. D., and Congress 34 
Q. M. G. letter of August 22, 1873, as to disposition of papers by, and signing 

by order of the S. of W ..- --. 75 

Authority to, to sign by order of the S. of W 76 

Views of, on correspondence and administration 76, 77 

Receipts for funds deposited by a disbursing officer not same as certi^cates of de- 
posit. .. _ - — 17 

Recommendations of the Board on Business Methods 1-11 

Clerks should be paid for overtime _ 11 

Salaries of clerks should beincreased 11 

Additional stenographer needed 12 

That requests for requisitions on settlement certificates be discontinued 13 

Concerning certificates of deposit . 23,24 

Concerning army paymaster's eollectioas .^^.^..^^ .A«.4<.a«..«k*«««...u>.^x.. 83 
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Page. 
Eeoommendations of the Board on Basiness Methods — ^Continned. 

In regard to card-index record of rolls of vol. army, printing of 33-34 

Alphabetical arrangement of 33, 34, 44 

Printing of 164th N. Y. Vols - 35, 44, 45 

Cylinders for rolls 35,44 

Card index to be made when full military history called for; press copy of 
to be sent in answer to call; filing of, and future answers to be made 

from card'index record .-_-, _ > 35, 44 

180 men should be employed on card-index.. 41 

Transfer of records to S. G. O __ 41,45 

Discontinuanceof record and pension div., A. G. O 41,45 

Automatic dating and numbering stamp 41 

Work of answering calls should be brought up to within a week 42 

That the W. D. make out its own credit req. ; new form of credit req. __ 46 

Consolidated form of deposit lists 48,49 

Duplicate requisitions on Public Printer should be discontinued 73 

Bureau officers should report amendments required to make A. K. and orders 

conform to proposed circular . 79 

In proposed circular on administration that classes of work falling to bureau 

be stated 79 

To extend authority given to Q. M, G. to sign by order of S. of W. to other 

bureaus, and to be* * ' By authority of the Secretary of War " 79 

That the supply div. be placed in charge of a clerk with $10,000 bond and 
Capt. Hoyt be relieved; that salary of chief of supply div. be $2,400 

and the same for other chiefs of divisions . > 85 

That daily reports of work be discontinued . 89 

That certain classes of piapers mentioned be not recorded 99 

That searchers be required to keep a memorandum book to ascertain if any 

papers need not be recorded , to be compiled once a year 99 

That acknowledgment of receipt of letters be sent in certain cases . 122 

That card-index briefs be made of certain cases described 121 

That card-index system be adopted 133 

Becord and pension div., A. G.. O _ 42 

Discontinuance of, recommended 42 

Necessary if inquiries as to claims are to be answered 45 

Kecord books, introductions to, showing purposes for which kept, sample of. 119 

Card book of letters received and fetters sent . . 124 

Cards. 

Advantages of, enumerated 124 

Arrangement by subjects 124 

Chajrgebook in connection with 132 

. Compared with present system of keeping the records 124 

File cases for 1 < _«.. 131 

Form and style of 130 

How long to be withdrawn fix)m files 132 

In lieu of letters-received bpoks 119 

In use in record and pension div., S. G. O 125 

Index of names on 132 

Numbering of .•__ 132 

One clerk to be in charge of- . 132 

Should be of same size in each bureau • 134 

Slight danger of losing the cards . , 124-125 

Specimens of (Exhibit D)_ > _ 192-194r-195 

Temporary file of record cards of cases awaiting final action « 133 

What they combine 124 

What is to be recorded on . ' 123 

(See Card Index System, Cross Reference Cards, Decisions, Card Index of, and 
Card Index Briefe.) 

Divisions, consolidation of, and reaspns therefor 119 

''Recorded" or ''Recording," definition of _ — 91 

Record and pension div. of the S. G. O. , card-index system in use in 125 

Recording of papers, description of papers which it is recommended be not re- 
corded — - 99 

Only important papers should be recorded , 117 

Searchers to keep a memorandum to ascertain what papers need not be re- 
corded ^ 99,117 

17968 15 
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Pago, 
t^ecording of papers, etc. — Continued. 

Table of papers not at present recorded: 

Letters received 92-95 

Letters sent -— 96-98 

Papers that do not require recording, as provided in *^ Instructions for keep- 
ing therecords,*' etc. (1870) .— 92 

Present system too slow for time of war 118 

Table of papers excepted from recording; . 92-98 

Value of system of recording, as shown by actual case 118 

Recording of simple indorsements 136 

Red ink ruling on papers to be discontinued . 136 

Reduction of business by printing of card index record of rolls * 36-41 

Can not be anticipated by A. G_ _ 45 

Reeimental register of rolls of vol. army discontinued 34 

Regulations of the Army. (See Army Regulations. ) 

Replies to letters, form of 134 134 

Complimentary closing of. 134 

Report of Board on Business Methods. (See Board on Business Methods. ) 

Of classes of work fallingto each bureau. 79 

Reports required as to value of printed card index records ofrolls . 45 

Of bureau officers to S. of W. on papers submitted 74, 79 

As to amendments to proposed circular on administration, as to amendments 

to A. R., and orders to make them conform to proposed circular 79 

{See Daily and Monthly Reports.) 

Requests for requisitions on settlement certificates, report on 13 

Considered useless and disuse of, recommended 13 

Circular discontinuing 15 

(See also Settlement Certificates.) 
Requisitions. (See Requests for, on Settlement Certificates, Settlement Requisi- 
tions, Credit Requisitions.) * 

On settlement certificate, copy of _ — - — 14 

(See also Settlement Certificates.) 

On Public Printer, Appendix 7 73 

Duplicate, required by W. D. Order of March 28, 1864, considered unneces- 
sary since bureaus are in one building, and discontinuance recom- 
mended 73 

W. D. circular discontinuing*duplicate, press copy of, to be retained in bureau _ 74 

Division, office of S. of W., statement of certs, of deposit received in, in 1887. 24 

Retiredlist for employ & of W. D 12 

Rolls of vol. army, methods of repfoductipn of, considered by S^ate select com- 
mittee 34 

Number of 35 

Necessity for doing something to save ^ ■. - 41 

Time, will last. _ - "-— 41 

No. of calls from . 36 

Condition of. - 34,41 

Do not give complete information, and may be erronebus 44 

Printed card-index record of, might not be accepted as proper evidence 44 

(See aJ^o Card Index Record of.) 

Routine in Army paymaster's collections described 31 

Rules apd regulations, W. D.. June 4, 1888 15 

Salaries in W. D., recommendations of S. of W. as to, in letter to Senate com- 
mittee . 6,7 

InW. D. inadequate ^ - - 11| 12 

Ofchiefsofdivisionsshouldbe$2,400 - 85 

Sample card-index record 42, 43 

Search, preservation of result of 136 

Searchers to keep a memorandum book, recommended 99 

Secretary of Treasury, letter of, on credit requisitions 46 

Letter of, on certificates of deposit *. 30 

Secretary's action, noting record of, in Secretary's Office 136 

Senate Select Committee on Business Methocls in Departments, letter of chairman 

of, toS. ofW.-> 9 

Extract from report of, as to appointment of commissions in Treasury Dept. 

and W. D _.,__. -.- 10 

Recommends Discontinuance of Vol. Army Register _ 34 

Extract of report of, recommending card-index for rolls of vol. army 34 

Consider methods of reproduction of rolls... 34 
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Settlement certificates, definitions of «.......—...,.... 13 

Coaise of business parsned with — ,- — 13 

Letters for request for requisition on, useless .....«..^.... 13 

Copy of ^ 14 

Copy of request for requisition on . 14 

Copy ol requisition on . — — — • 14 

Circular discontinuing requests for requisitions on . — 1^ 

Settlement requisition, copy of... . 14 

{See also Settlement Certificates.) 
Signal Office, recommendation in regard to transacting business in, but not yet 

for the other bureaus *- 120 

Sloane, W. A J., New York - 116 

Southern Pacific Railroad Company _ - 116 

Special cases . 117 

Staff officers, chiefs of bureaus to correspond with 79 

Stationery, method of purchase of, prior to 1882 and after 82 

Table showing purchase of , 83 

Chief clerk in charge of purchase of, up to July 21, 1884 .— 83 

Regulations for accounting for.-- 83 

Stenographer, another required in office of S. of W 7 

Stenographers, two required in Secretary's Office W. D 12 

Stoppage circular, certificates of deposit arising under , 22 

Stores. (See Corporations.) 

Subject, illustration of arrangement by subject in cardindex 124 

Of correspondence to be indicated i n upper left-hand comer of paper. 79 

Subjects, list of, of letters received in 1888 (Exhibit C). - 186 

Steamer Success^ transfer of, showing method of entering and acting on papers.. 100-109 

Remarks upon manner of .disposing of this case 106-109 

Success, (See Steamer Success.) 

Suggestions invited to be sent to Board on Business Methods * 11 

Superannuated employes, retired-list for, recommended . 12 

Hardship of discharge of, views of Secretary of Treasury in regard to dis- 
charge of 12 

(See also Employes and Clerks.) 
Supplies, l5cc Supply Division.) 

Supply division (Appendix 10) _._ 82 

Stationery prior to 1882 given to bidder whose total bid for all items was 

lowest 82 

May 22, 1882, samples required, and each item separately passed upon and 

award made accordingly 82 

Separate appropriation for each bureau prior to 1883 82 

Miscellaneous supplies then purchased by each bureau without advertise- 

^ ment 82 

Two appropriations, stationery and miscellaneous supplies by act of March 

3, 1883, and put under S. of W _ 82 

The method adopted in 1882, for stationery applied then to purchase of mis- 
cellaneous supplies 82 

Tables showing expenditures for miscellaneous supplies, 1884 to 1888, and 

stationery, 1882 to 1888, showing saving under new system -^ 83 

C. C. under S. of W. had charge of purchase of mis. supplies and stationery 

up to July 21, 1884, cause of change of system 83 

Supply division formed, W. D. circular, July 21, 1884 84 

Duties of officer in charge of-_ ^ 84 

Capt Hoyt, A. A. Q. M., in charge of - 84 

Accounts of, paid by disbursing clerk W. D 85 

Quartermaster's accounts are audited by 3rd And 85 

But the accounts of this division go to 1st And., who does not audit Q. M. 
accounts, and to overcome this difficulty circular was issued that after 
accounts were passed upon by the Q. M. G. they should be filed in 

office of t\^eS. of W .._ 85 

W. D. circular, February 19, 1885, as to accounts of, the reason for assigning 
Army office in charge, that he should account under A. R. if Q. M. 

Dept. fails 85 

Recommendation that a clerk be placed in charge under proper bond 85 

Salaries of similar clerks in other Departments 85 

Salary should be $2,400, and same to other chiefs of divisions ^ 85 
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Page. 
Supply division (Appendix 10)-^Continned. 

W. D. orders, Janttary 10, 1889, relieving Capt. Hoyt in charge of supply 

div. and assigning M. R. Thorp to charge of -. 86 

Bond of $10,000 required, duties of chief of 86 

Books and accounts of, to be examined by officer of the I. G. Department .. 86 
Surgeon-General's Office. Record and pension div. of, method of business and 

work accomplished in, stated in letter of S. of W 5 

Card-index system in record and pension div. of 6 

Card-index system in use in 125 

Table of letters and papers not required to be recorded 92-98 

Taylor, Thos. W., pension claim of, showing delay which will be remedied by 

order of January 18, 1889, and circular of February 9, 1889 .__ 109-116 

Remarks upon this case ^ 115 

Telephone service in offices of Metropolitan Insurance Co., N. Y., advantages of. 136 

Temporary file for papers awaiting final action • 133 

Thorp, M. R., assigned to charge of supply div 86 

Tolman, L. W., chief of req. div., appointed on Board of Business Methods 9 

Topics, ,the . board decides to consider matters to be inquired into by J.,- 10 

List of, considered by board and acted upon . 11 

•Transfer of certain records in A. G. O. toS. G. O. suggested 41 

Not approved by A. G 45 

Treasury Department, more briefings, records, &c., in, than necessary, commis- 
sion recommended to be appointed in 9 

Letters of Secretaries of, concerning discharge of superanuated employes in. 12 

Tweedale, John, C. C, W. D., appointed on Board on Business Methods 9 

Unanswered mail, ascertaining delay of action on 136 

Vacancies, maiinerof filling _. 109 

Vol. army, number of men in __ -. 35 

{See Rolls of, and Volunteer Rolls.) 

Volunteer rolls, card-index record of , - 137 

Wannamaker, John, of Philadelphia 116 

War Department, more briefings, 'records, &c., in than necessary, commission 

recomended to be appointed in 9 

Rulesand regulations of, June 4, 1888 15 

Number of employes in 11 

Amount of money disbursed in, annually 11 

Superannuated employes in, should be retired 12 

Washington City, not a commercial city, affords little opportunity for Dept. 

employes to enter into other business --_ 12 

"Your obedient servant," omission of 135 
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